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Preface 


PRODUCT NAME: DECmate II/WPS 
VERSION: 1.5 


This User’s Guide explains all the features of basic word processing on the 
DECmate word processor. The first volume of this manual is written for 
readers new to word processing. The second volume of this manual is writ- 
ten for the experienced DECmate II operator, for operators of other word 
processors who want to learn DECmate II, and for computer professionals 
who want to learn to use word processing on a DECmate II system. 


If you are new to word processing, complete training course DEC mate II 
Introduction to Word Processing before using this manual. 


If the training course is not available, or if you have used another word 
processing system, you can use Volume 1 of this User’s Guide to learn the 
DECmate system. 
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Conventions 


ALL CAPS Indicates the key to press. For example, press ADVANCE. 


Dot Matrix Indicates text displayed on the screen. 


Gold XXX Means to press the Gold key and then a function key. For 


example, Gold MENU. 


Rubout key Refers to the key marked: |< X] th 


Erases text to the left of the cursor. 


Type Means to enter text from the keyboard. 

Press Means to enter a command from the keyboard. For example: 
press DEL WORD. | 

< > key Means the key in the lower right corner of the Editing Key- 


pad, labeled < > on the top, also marked ENTER. 


summary of Technical Changes 


This section summarizes the new and changed features on DECmate II, 
Version 1.5. 


New Features 


xvi 


Arrow Keypad — the arrow keypad, between the Main Keyboard and 
the Editing Keypad, is now active. See Chapter 2. 


Automatic Sheet Feeder Envelope Feeder — The printer can now 
feed envelopes from the ASF02 envelope feeder. Enter SE 
ENVELOPE on the Print Menu or in a PRINTER SELECT control 
command. See Chapters 10 and 11. 


DECmate/DECspell’ — This new option lets DECmate check spell- 
ing accuracy in a document by comparing each word against the 
dictionary of valid spellings. It suggests the correct spelling for im- 
mediate replacement into the document. See Using DECspell. 


DECmate/DECspell uses the Houghton Mifflin dictionary, copyrighted by Houghton Mifflin Com- 
pany, Boston, Massachusetts. 
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Delete a Ruler — You can now delete a ruler with a few keystrokes. 
Place the cursor on the line just below the ruler, press Gold RULER, 
DEL WORD, RETURN. See Chapter 5. 


Draft Printer Options — DECmate draft printers can now print 
multiple character sets, fonts, or pitch settings if these options are 
available on the draft printer. A PRINTER control command in the 
document specifies the character set, font, or pitch setting to use. 
See Chapter 10. 


Go-To-Ruler — Go-To-Ruler allows you to move quickly to the next 
or previous ruler in a document and rejustifies text between the new 
ruler and the next ruler. See Chapter 5. 


Nonbreaking Space — The nonbreaking space allows you to join 
words, such as Van Gogh, and prohibit their separation on different 
lines when DECmate word wraps text. See Chapter 4. 


PRINTER SELECT Control Commands — These commands, entered 
in a document, specify which paper tray or envelope feeder to use for 
printing. With these commands, you can have the printer alternate 
between trays during document printing. See Chapter 10. 


Status Line and Current Ruler Display — The status line displays on 
the top line of the screen during document editing. It tells you the 
page number you are editing, line number, and document number 
and name. The current ruler displays on the bottom line and tells 
you the ruler that is in use at the cursor location. To change these 
displays, use the ES (Editor Status) option on the Editor Menu. See 
Chapter 4. 


Winchester Disk Support — The Winchester disk is a hardware 
option that provides additional document storage on your DECmate. 
See Appendix B. 
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Changed Features 


xviii 


Back up Diskette Between Any Two Drives — You can now make a 
backup copy of a diskette using any two drives. Display the Mainte- 
nance Commands Menu, then type B, a space, the drive number for 
the diskette to be copied, a second space, the drive number for the 
diskette to receive the copy, and press RETURN. For instance, to 
back up from drive 0 to drive 1, type B 0 1 RETURN. If you do not 
enter numbers DECmate copies from drive 1 to drive 0. 


CTRL A — When editing a document, you can type CTRL A to clear 
the screen and redisplay the text again. DECmate then displays 
only the document text; it removes any messages from the screen. 
You might want to use this function to remove a system message 
from the screen, such as the PRINTER STOPPED message. To type 
CTRL A, hold down the CTRL key and type A. 


Draft Printer Form Feed — The FORM FEED switch on an LAS5O, 
LA100, or LA120 draft printer now advances paper according to the 
Print Menu PS setting for the last document printed. See Chapter 
12. 


LOC CMND Key — The LOC CMND key, between SET UP and 
BREAK on the top row of keys, now has the same effect as pressing 
the backslash key (\) when you are using CX communications. You 
can use LOC CMND instead of backslash for \R, \H, \S, and \Q. See 
Chapter 2. 


New Main Menu Option (A) — You can now access the Activate 
Features Menu from both the Main Menu and the Maintenance 
Commands Menu. From both menus, type A and press RETURN to 
display the Activate Features Menu. 


Search — To start a search function while editing a document, you 
can now press Gold SRCH, Gold S, or the FIND key. In all cases, 
DECmate responds with the ENTER PHRASE prompt. Continue the 
search as usual. 


SE Letterhead — SE Letterhead can be used instead of SE Alternate 
for automatic sheet feeder printing. Both settings select the first 
page from the front tray and successive pages from the rear tray. 
See Chapters 10 and 11. 
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e Verify Diskette in Any Drive — You can now verify a diskette in any 
drive. Display the Maintenance Commands Menu, then type V, a 
space, the drive number for the diskette you want to verify, and 
press RETURN. For instance, to verify the diskette in drive 0, type 
V 0 RETURN. If you do not enter a number, DECmate verifies the 
diskette in drive 1. 


A Utility Diskette is a diskette used to perform a function on 
DECmate. These diskettes, such as the Activate Feature and the 
DECspell diskettes, do not contain DECmate documents. If you 
verify them, DECmate verifies only the diskette structure. 


Version 1.5 Customer Notes 


The DECmate system diskette (labeled WPS THE BASICS RX50) has three 
documents that you should review: 


e Customer Notes — explains restrictions on using DECmate and lists 
the Version 1.5 changes to the optional features. 


e Mini-Exchange — explains how to use the Mini-Exchange with 
DECmate. 


e Technical Character Set — explains what a host system manager 
must do to enable the technical character set on DECmate. 


All DECmate users should read the customer notes before using any 
advanced word processing features. Those users who have a Mini-Exchange 
or who want to use the technical character set should also read the other 
two documents. 


NOTE: Be sure to use the B option to make a backup copy of the system disk- 
ette. This copies both the system software and documents on the diskette. 
Always file the master copy of the system diskette and use the backup copy. 


If you use the S option to initialize and copy the system diskette, DECmate 
copies only the software — documents are not copied. Recopy the diskette 
using the B option to copy the documents. 


To verify that these documents are on your system diskette, display the 
Main Menu, type J 0 and press RETURN. The Index of Documents should 
list the three documents. Press Gold MENU to return to the Main Menu. 
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To view one of the documents on the screen: 


Display the Main Menu. 


Type E 0.Customer and press RETURN to display the Customer 
Notes. OR type E 0.Mini-Exchange and press RETURN to display 
Mini-Exchange document. OR type E 0.Technical and press 
RETURN to display the Technical Character Set document. 


Press ADVANCE PARA to scroll through the document paragraph 
by paragraph. 


To file the document and return to the Main Menu, press Gold 
FILE. 


To print one of the documents: 


Display the Main Menu. 


Type P 0.Customer and press RETURN to print the Customer Notes. 
OR type P 0.Mini-Exchange and press RETURN to print the Mini- 
Exchange document. OR type P 0.Technical and press RETURN to 
print the Technical Character Set document. 


When the Print Menu displays, type Y and press RETURN. The doc- 
ument then prints. 
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Indentation ; 
See , Hyphenation 
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Chapter 8 
Chapter 5 
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Stored 
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which we believe may be of interest to you: 
Line Spacing 
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The Origami Encyclopedia, by Fredrick M. Ratchet, 
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Underlining 


and Boldin x Daily Life in Eighth Century Japan, by Dr. I. H. Felp, 
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Rulers 


This chapter discusses: 


e Rulers and their effect on positioning text 
e How to display and change a ruler 


e The symbols that indicate left and right margins, tab positions, 
indentation points, and centering points 


e Wide rulers 
e How to store and recall a ruler 


A ruler is a marker in a document that formats the text between it and the 
next ruler or the end of the document. On the screen, a ruler might look 
like this: 


ry Geren” eee Een ee Ne Paves Toeeeseieeoeeeteuess pteeecsiencd 


You see a ruler as a horizontal line of dashes and other characters. These 
other characters indicate: 


e The left and right margins 
e 6A ragged-right or justified-right margin 
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e Line spacing 


e Tab positions, paragraph indents, word-wrap indents, centering 
points, and hyphenation zones 


You can place any number of rulers in a document. You can change rulers 
anytime you need new margins, tab positions, and so on. 


Display a Ruler 


e To display the current ruler settings, press Gold RULER. 


The current ruler settings are always displayed on the bottom line of the 
document. Characters in the appropriate columns indicate the various 
settings. For instance, if the left margin is set at column 1 and the right 
margin is set at column 65, you see: 


This example is the standard ruler, discussed later in this chapter under 
Stored Rulers. 


A ruler may contain characters besides R and L. Each character indicates a 
ruler setting. See the end of this chapter for a complete table of ruler 
settings. 


Change a Ruler 


e To see the current ruler settings (display a ruler), press Gold 
RULER. 


e To move the cursor in a ruler, press ADVANCE or BACK UP. 
Press WORD to move the cursor to the next setting in the ruler. 
Press LINE to move the cursor to column 80. 


e To add a setting to a ruler, display the ruler. Move the cursor to 
the appropriate column. Type the character for that setting (see 
Table 12). 


e To remove a setting in a ruler, display the ruler. Move the cursor 
to the appropriate column and press the space bar. 
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¢ To move any setting except a tab position, display the ruler. 
Move the cursor to the column where you want the setting and type 
the character for that setting. DECmate removes the old setting 
when you type the new one. 


e To recall your original ruler settings while the ruler is displayed, 
press the equal sign (=) key. This is useful if you have changed the 
settings on a displayed ruler and then decide to keep your original 
ruler. 


When you display a ruler, the cursor stays in the same column it was in 
before you pressed Gold RULER. To change a setting, you must move the 
cursor to the column you want to change. 


Typing a character or pressing the space bar to remove a character does not 
change the direction mode or move the cursor. 


You can also change a ruler setting without first deleting the old character. 
Move the cursor to the old setting and type the new setting. The new set- 
ting automatically replaces the old one. 


Because you can have several tab positions in the same ruler, one position 
does not cancel another. To change tab positions, you must explicitly delete 
old positions using the space bar. Tab positions are discussed later in this 
chapter. 


Embed a Ruler 


¢ To embed the changed ruler in the document, press RETURN. 
Pressing RETURN inserts your changed ruler before the line the 
cursor was on when you first displayed the ruler. The changes take 
effect from that ruler to the next ruler or to the end of the 
document. 


e To resume editing without embedding the new ruler, press Gold 
RULER. 


When you embed the displayed ruler, the display returns to normal. If you 
changed ruler settings, you see the new ruler. Changed settings take effect 
from that point on. 
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Rulers 


NOTE: When you change ruler settings, DECmate removes all word-wrap 
returns until the next ruler. After you embed a new ruler, advance the cursor 
to the next ruler. DEC mate rewraps the text between the rulers. You can use 
go-to-ruler to advance the cursor. Go-to-ruler is explained at the end of this 
chapter. 


DECmate does not let you embed a ruler that has incorrect margins. 
Instead, it sounds the beeper. The cursor moves to the problem setting. For 
example, if the left margin was missing, the cursor moves to column 1. 


The total number of settings in a ruler cannot exceed 20 (40 in a wide ruler). 


The beeper sounds if you press RETURN to embed a ruler with too many 
settings. The cursor moves to the first setting that exceeds the limit. 


Delete a Ruler 


© To delete a ruler: 


4 Place the cursor on the line just below the ruler. 
2 Press Gold RULER. 

3 Press DEL WORD on the Editing Keypad. 

4 Press RETURN to resume text editing. 


DECmate changes the ruler to match the ruler above it. The 
ruler disappears from the screen and DECmate removes all 
word-wraps between the cursor and the next ruler. Use 
go-to-ruler to advance the cursor to the next ruler and to restore 
the word-wraps. 


e To restore a ruler you have just deleted, press Gold DEL WORD, 
Gold DEL CHAR, or the = key before you press RETURN to 
resume text editing. You cannot restore the ruler in this way after 
you press RETURN. 


Remove Extra Rulers 


e To remove extra rulers (no text or RETURNS between rulers), use 
BACK UP and the distance keys to scroll backwards past the extra 
rulers. Only the last ruler that formats the text after it remains. 
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Rulers 


e To remove extra rulers without backing up: 


1. Move the cursor past the last ruler. 
2 Press Gold RULER to display the ruler. 
3 Immediately press Gold RULER again to return to editing. 


e To remove any ruler, change it to match the settings of the previ- 
ous ruler. Since the rulers are now identical, the extra ruler disap- 
pears. 


The Rubout and delete keys do not remove rulers. If you remove all text 
between two rulers, the rulers remain in the document. Each ruler takes up 
a line on the screen but does not format any text. You can stack up several 
rulers this way. Only the last ruler in the stack affects the text. 


If the first and last rulers in the stack are the same, then all the rulers 
disappear when you back up the cursor over the stack. 


Left Margin 


Each ruler gives the left and right margins for all text beyond it to the next 
ruler or the end of the document. 


The left margin (the start of each line) is defined by an L, F, N, or D in the 
ruler. DECmate never places text further left than the current left margin 
setting. 


Each ruler must contain exactly one left margin character. The particular 
left margin character indicates the amount of vertical spacing between each 
line. Line spacing takes effect when the document is printed. You do not see 
it on the screen. Line spacing is discussed in the next section. 


A typical ruler with left margin in column 1 and right margin in column 65 
looks like this: 


[iteti eer erase se a tcets eee eaeece emcees Se eecueess Reueneetes 


Refer to Table 12, Ruler Setting Characters, for a summary of all margin 
characters. 
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Line Spacing (L, N, D, F) 


The left margin (the start of each line) is defined by an L, F, N, or D in the 
ruler. Each character defines different line spacing: 


Single spacing 
Line-and-a-half spacing 
Double spacing 
Half-line spacing 


1Oo 2 IT 


Lin the ruler tells DECmate to use single-spacing between lines. During 
printing, DECmate advances the paper 1/6 inch between lines. Of course, 
you can also press RETURN to add blank lines on the display and when 
printing a document. 


N in the ruler instead of an L produces line-and-a-half spacing. DECmate 
advances the paper % inch (one and one-half normal lines) between lines 
when printing. N in the ruler might be used to produce draft copies. This 
allows you room to write comments between lines. 


Din the ruler as the left margin setting produces double-spacing. 
DECmate advances the paper 3 inch (two normal lines) when printing. D 
in the ruler might be used to produce draft copies. This gives you room to 
write comments between lines. 


F in the ruler (instead of L) produces half-line spacing. Text is single 
spaced on the display, as it usually is. But during printing, DECmate 
advances the paper half the normal vertical space (1/12 inch) between lines. 
Normal text printed with half-line spacing overlaps and can be difficult to 
read. 


Subscripts and Superscripts. Half-line spacing is useful in complicated 
formulas, where many characters should be printed one-half line above or 
below the text line. Create the formula in this way: 


e Display the ruler, and use F as the left margin character. Embed 
the ruler. 


e On the first line(s), type characters meant to be superscripts (above 
the normal text). Press RETURN twice to separate each line. 


e On the next line, type the normal text for that printed line. Press 
RETURN twice to separate each line. | 


e On the last line(s), type characters meant to be subscripts (below the 


normal text). Press RETURN twice to separate each line. 
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When you press RETURN twice to separate each line, the lines print single- 
spaced. Also, you can type the text to be printed at the normal line level 
FIRST. Then type the superscript characters below that. Cut and paste this 
line above the text to be printed on the normal line level. Then advance 
beyond the normal-level text, and type the subscript characters. 


Here is an example of superscripts and subscripts using half-line spacing: 


When this formula is printed, it will look like this: 
H,O => H’* + OH 


This method of creating complicated formulas is sometimes easier than 
using the superscript and subscript keys (discussed in Chapter 13). This is 
the only method for making more than one level of superscripts or sub- 
scripts. 


Right Margin (R, J) 


Each ruler gives the left and right margins for all text beyond it to the next 
ruler or the end of the document. 


An R or J in the ruler marks the right-margin column (the end of each 
line). Each ruler must contain only one right-margin setting. DECmate 
never allows text to go further right than the current right margin setting. 
If a character is typed past the right margin, DECmate wraps the word to 
the next line and inserts a word-wrap return. 


Rin the ruler means ragged-right margin. It tells DECmate to position 
the words on the paper as they are displayed. That is, the lines are aligned 
on the left. But each line may end in a different column on the right, 
depending on the number of characters it contains. 


J in the ruler means justified-right margin. It makes DECmate justify the 
lines when printing the document. That is, DECmate adds spaces between 
the words, so that the printed text is aligned on both the left and right 
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edges. Also, on letter quality printers, DECmate adds space between indi- 
vidual characters. Sometimes justified text is called blocked text, because 
the paragraphs are in block form. DECmate prints the text justified. The 
text is not justified on the display. 


A typical ruler with left margin in column 1 and right margin in column 65 
looks like this: 


Hyphenation Zone (H) 


The letter H in the ruler indicates that the character spaces between it and 
the right margin are the hyphenation zone. If DECmate wraps a word that 
filled the hyphenation zone, the beeper sounds. You then have the opportu- 
nity to insert a hyphen in the word. Hyphenation helps to smooth out a 
ragged-right margin. The hyphenation zone is also discussed in Chapter 8. 


H cannot appear more than once in any ruler. If you put a second H into a 
displayed ruler, DECmate removes the first H setting. 


Tabs 


A ruler can hold three kinds of settings to mark three kinds of tab positions, 
as illustrated in Figure 5. 


Left- Right- Decimal- 
Justified Justified Aligned 
aie die Teese eee ee bee ee eee ee ee eee 

Price $30 1.065 

Number Three $104 9,38 

New Method $2 5207 1G 

Incremental Cost $9) 0,082 
Compound C $11 +31 


Figure 5 Examples of Tabs 
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Change tab positions by changing the ruler. Then advance the cursor 
through the text to rearrange the text at the new tab positions. 


Two keys are used in conjunction with tab positions in a ruler: 


e Pressing the TAB key inserts a tab mark (visible in view mode) and 
moves the cursor and any text following to the next tab position. 
That text is known as tabbed text. The tab mark indicates to 
DECmate that the tabbed text must always be separate from the 
text before the tab mark. The tab mark stays in the document until 
you delete it or rub it out. If there is no text at a tab position, use 
the TAB key to place the cursor there. 


e Pressing the TAB POS key advances the cursor to the next tab 
position only if you used the TAB key to place text there. If you 
placed text at a tab position by pressing the space bar instead of the 
TAB key, use ADVANCE and BACK UP and other distance keys to 
move the cursor to the text. The TAB POS key is a cursor move- 
ment key. It does not change the format of the text. For more infor- 
mation on the TAB POS key, see Table 6 in Chapter 2. 


Lefi-Justified Tab (T) 


The most common tab position is a left-justified tab. The letter T in the 
ruler indicates a left-justified tab position. DECmate aligns the tabbed text 
on the left. Typing text after pressing TAB makes DECmate display the 
text starting at the tab position and continuing to the right. 


Usually, you want words to line up on the left. So left-justified tab positions 
are usually used for columns that contain words. See Figure 5. 


Right-Justified Tab (>) 


The > (right angle bracket) in the ruler indicates a right-justified tab 
position. The rightmost character of the tabbed text always remains on the 
tab position, at the cursor. Typing a character after pressing TAB makes 
DECmate display the text starting at the tab position and continuing to the 
left. Any text before the tab mark shifts left. 


The right margin also acts as a right-justified tab position. Pressing TAB 
moves the cursor to the right margin when there are no tab positions 
between the cursor and the margin. Typed characters then move to the left 
so that the last character typed lines up with the right margin. 
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Right-justified tab positions are used for columns that contain whole- 
number figures. You usually want these columns aligned so that the one 
digits, ten digits, and so on, line up. See Figure 5. 


Decimal-Aligned Tab (.) 


A. (period) in the ruler indicates a decimal-aligned tab position. If the 
tabbed text contains a decimal point, the text is aligned around the decimal 
point. That is, the decimal point is in the column containing the decimal tab 
position. If the tabbed text does not contain a period, the text is aligned on 
the right, as with a > in the ruler. 


Typing a character after pressing TAB makes DECmate display the text 
starting at the tab position and continuing to the left until you type a deci- 
mal point. Characters typed after the decimal point are placed to the right 
of the tab position. 


Decimal-aligned tab positions are used for columns that contain figures with 
decimal points. See Figure 5. 


Indents 


The left margin, marked by L in the ruler, is the leftmost column available 
for use. Normally, DECmate starts a word in this column when it follows a 
line-end character. By changing the ruler, however, you can make DECmate 
indent text. 


Paragraph Indent (P) 


P in the ruler marks a paragraph indent. DECmate puts the word follow- 
ing a paragraph marker in the column marked by a P in the ruler. 
Paragraph markers tell DECmate to indent the first line of every new 
paragraph. 


A paragraph indent only occurs if you put a paragraph marker in a 
document by pressing Gold PARA MARKER. Paragraph markers are only 
visible in view mode (see Chapter 17). 


You can also tab to a P using the TAB key. In this way, a P setting acts 
like a tab position. 
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P cannot appear more than once in any ruler. If you try to type a second P 
into a displayed ruler, DECmate removes the first P from the ruler. 


Hint. If you print a document double-spaced (with a D in the ruler), use 
paragraph markers. The text is easier to read and more attractive than if 
you used two hard returns between paragraphs. 


Word-Wrap Indent (W) 


W inthe ruler indicates a word-wrap indent. This makes the first line in a 
paragraph start at the left margin or paragraph indent. Following lines are 
indented to the W column when DECmate wraps text. So the word-wrap 
indent indents all lines of a paragraph except the first. 


NOTE: Do not confuse a word-wrap indent with a word-wrap return, dis- 
cussed in Chapter 4. 


W inaruler is also a left-justified tab position. You can create a para- 
graph with all lines indented by placing a W in the ruler and tabbing to it 
at the start of each paragraph. Then the first line also starts at the indent 
position. 


A ruler can have only one W setting. If you try to type a second W into a 
displayed ruler, DECmate removes the first W. 


Centering Point (C) 


Insert a centering mark by pressing Gold CENTER while creating or edit- 
ing. Usually it positions the preceding line halfway between the left and 
right margins. However, you can put the letter C in a ruler to mark a 
centering point. Text centers around the C when you press Gold CENTER. 


A ruler can have only one C setting. If you try to type a second C into a 
displayed ruler, DECmate removes the first C from the ruler. Chapter 6 
describes the centering mark and its effects under Center Text. 


Wide Rulers 


DECmate can also display and print documents with up to 158 characters 
on a line. The maximum width depends on the ruler’s right-margin setting. 
A ruler in which the right margin is set at or past column 80 is called a 
wide ruler. A document containing such a ruler is called a wide document. 
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If you use a wide ruler, you can put the right-margin character anywhere 
between position 80 and 158. 


When displaying text on a normal ruler, DECmate uses the normal display 
method (see Figure 6). To display a wide document, DECmate compresses 
the display on the screen to show all text at or beyond the original 80 
typing positions (illustrated later in Figure 7). Also, it shifts horizontally as 
you type or edit beyond 132 character spaces (illustrated later in Figure 8). 


Print a Wide Document 


The maximum width of the ruler you use depends on the type of printer you 
have. A draft printer can only print documents with a maximum width of 
132 characters. A letter quality printer can print documents with text up to 
158 characters. 


NOTE: If a document contains rulers wider than 132 characters, the docu- 
ment’s pitch setting must be 12 characters per inch. Otherwise, you get a 
printer status message for a malfunction. For more information on the pitch 
setting, see Chapter 11. No other special print settings are needed. 


Hint. You might want to consider typing the text that uses a wide ruler as 
a separate document. For example, if the document you are creating con- 
tains a chart on a wide ruler, create a document that just contains the chart. 
Then you can edit the rest of the text without the display compression that 
occurs with a wide ruler. Print the documents separately and merge them. 


80 Characters Wide 


MK-00619-01 


Figure 6 Normal Display Method 
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Create a Wide Ruler 


e To create a wide ruler (up to 132 characters), display the cur- 
a rent ruler. Press ADVANCE LINE to move the cursor to the end of 
2 the 80-column ruler. Then press ADVANCE again to display a wide 
ruler. Insert ruler settings where you want them. Then embed the 
wide ruler by pressing RETURN. 


e To create a wide ruler (up to 158 characters), display the cur- 
rent ruler. Press ADVANCE LINE to move the cursor to the end of 
‘ain the 80-column ruler. Then press ADVANCE again to display a wide 
ruler. Insert ruler settings where you want them in positions 1 to 
132. Then press ADVANCE LINE again. The screen display shifts 
rr to show columns 27 to 158. Insert ruler settings where you want 
them in positions 132 to 158. Then embed the wide ruler by pressing 
RETURN. 


NOTE: The maximum width of the ruler you use depends on the type of 

printer you have. A draft printer can only print documents with a maximum 
on width of 132 characters. A letter quality printer can print documents with 
-_ rulers up to 158 characters. 


If the cursor is in column 80 of the ruler, pressing ADVANCE moves it to 


es column 81. DECmate compresses the displayed text to show a wide ruler 
(132 columns). To display up to 158 characters, DECmate uses the horizon- 
tal shift method, described in the next section. 


First display a wide ruler; then add settings in the usual way. The total 
number of settings in a wide ruler cannot exceed 40 (compared to 20 in a 
‘aid normal ruler). 


Horizontal Shift 

DECmate compresses the display to show a wide document (up to 132 

columns). If the document has no text wider than 132 characters, DECmate 
ee can display the entire document using this method. See Figure 7. 
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132 Characters Wide 


MK-00620-01 


Figure 7 Horizontal Shift: Text Compressed 


If the right margin is set at or beyond column 132, DECmate cannot display 
an entire line of text at once. DECmate, therefore, divides the display into 
two 132-character regions. See Figure 8. 


Region A consists of columns 1 through 132 of the document. Region B con- 
sists of columns 27 through 158. DECmate starts out displaying Region A. 
If you move the cursor to a point outside Region A (that is, into columns 
133 through 158), the text in the display shifts right. Region B (columns 27 
through 158) is displayed. If you move the cursor back to a point outside 
Region B (into columns 1 through 26), the text shifts left, and Region A is 
displayed again. 


(Width = 132) 


FF 
8 0 4 @ 6 @ 
COCO. 


xD 
XK KK KKK 
OXK KKK KA 
¥, SRE 


se ee, 


REGION B 


158 Characters Wide 
MK-00621-01 


Figure 8 Horizontal Shift: Text Shifts Between Regions 
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Remember: always set the Print Menu pitch setting to 12 characters per 
inch before printing a document that has a ruler with more than 132 
character positions. For more information on the PI (Pitch) setting, see 
Chapter 11. 


The horizontal shifting stops when you move to a part of the document 
where no rulers are 132 columns or wider. But the display compression 
remains until you file the document. 


Reftum to Normal Width 


Once you embed a wide ruler in a document, DECmate always uses the 
wide display method — even if you move to a part of the document that does 
not have wide rulers. To make DECmate return to the normal display 
method, file the document and call it up to edit again. DECmate always 
begins an editing session with the normal display method and continues 
until it finds a wide ruler. 


DECmate returns to its normal display method if you return to the docu- 
ment without embedding a wide ruler, and if DECmate has not come to a 
wide ruler in the document yet. Both conditions must apply. 


Stored Rulers 


e To store the current ruler, press Gold RULER. Then hold the 
SHIFT key down and press a number key (0-9) to store the ruler 
under. Press either RETURN or Gold RULER again to resume 
editing. 


¢ To store ruler settings that are different from the current set- 
tings, press Gold RULER to display the current settings. Change 
those settings as desired. Then hold the SHIFT key down and press 
a number key (0-9) to store the ruler under. Press Gold RULER 
again to resume editing without changing ruler settings. 
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To display a stored ruler, press Gold RULER and the number of 
the desired ruler. Press Gold RULER again to resume editing with- 
out embedding the ruler. 


To embed a stored ruler in a document, press Gold RULER and 
the number of the stored ruler. Press RETURN to embed the new 
ruler in the document and resume editing. 


To revert to the standard ruler (stored ruler 0) after typing text 
with different settings, press Gold RULER, type 0, and press 
RETURN. 


To change the standard ruler, press Gold RULER and put in the 
settings you want for the new standard ruler, then hold the SHIFT 
key down and press 0. 


You can store up to ten rulers by using the number keys, 0 to 9. Storing a 
ruler does not change a document’s current ruler settings. 


When you create a new document, DECmate uses the ruler you stored 
under number 0 as the document’s first ruler, or the standard ruler. 


Keep one of your ten stored rulers unused so that you can use it: 
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To pick up the settings in one portion of a document and 
move them to another portion of the document. First, move the 
cursor to the first portion of the document, and display the ruler. 
Now store it under a number you are not using. Move the cursor to 
the point where you want that ruler, then press Gold RULER. Type 
the number you stored the ruler under, and then press RETURN. 


To insert a piece of text that has settings different from the 
text on either side of it. First, display and store the current ruler 
under a number you are not using. Then change the ruler settings 
to the ones you want for the new piece of text. Press RETURN to 
embed this new ruler. Now type the new text. When you are fin- 
ished, display the ruler again. Now, recall the original ruler you just 
stored, and embed it in the text to revert back to the original 
settings. 


Rulers 
Table 12 Ruler Setting Characters 
Character Effect 
| Left Margin Characters 
F Defines left margin, and text is printed with half-line spacing. 
L Defines left margin, and text is printed single spaced. 
N Defines left margin, and text is printed with line-and-a-half 
= spacing. 
D Defines left margin, and text is printed double-spaced. 
Right Margin Characters 
- R Defines a ragged-right margin. Line endings of printed text are 
uneven, just as they appear on the screen. Also used as a right- 
justified tab position for text that is aligned at the right margin. 
J Defines a justified, or flush right, margin. Text is blocked when 
printed. That is, all line endings are even. 
_— Tab Position Characters 
| T Left-justified tab position. Used to align words in columns. 
> Right-justified tab position. Compare with R right margin char- 
on acter, above. Used to align whole numbers. 
° Decimal-aligned tab position. Used to align numbers containing 
decimal points. 
: Indent-Producing Characters 
Pp Produces a paragraph indent after a paragraph marker. Also 
=~ acts like a tab position if preceded by a tab mark. 
W Produces a word-wrap indent after a word-wrap return. Also acts 
like a tab position if preceded by a tab mark. 
oT Other Characters 
C Defines a centering point other than midway between the left 
and right margins. Text before a centering mark is centered 
va around the centering point. 
H Defines a hyphenation zone. Used in conjunction with the right 
margin character (R or J) to determine which words should be 
= hyphenated. Hyphenation produces a more even right margin. 
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Go-to-Ruler 


e To go to the next ruler or previous ruler in a document, press 
Gold SRCH, then Gold RULER. Press ADVANCE (to go to the next 
ruler) or BACK UP (to go to the previous ruler). 


OR 


Press Gold RULER, then press Gold ADVANCE (to go to the next 
ruler) or Gold BACK UP (to go to the previous ruler). 


If you press Gold SRCH, then Gold RULER, DECmate displays this prompt: 


Press ADVANCE or BACK UP. 


You can press ADVANCE, ® , Gold ADVANCE, Gold @ , BACK UP, € : 
Gold BACK UP, or Gold @. If you press any other keys, DECmate beeps 
and displays the prompt again. You can use Gold HALT to cancel the 
search. 


Suppose you change the ruler. DECmate removes all the word-wraps 
between the new ruler and the next ruler or the end of the document. You 
should scroll through this text to insert new word-wraps. 


Go-to-ruler does this very easily. Just press Gold RULER, change the ruler 
in the usual way, but press Gold ADVANCE instead of RETURN. DECmate 
then puts the new ruler into the document and scrolls through the docu- 
ment inserting new word-wraps in the text until the next ruler or the end of 
the document. 


Suppose you search for the next ruler without changing the current ruler or 
you search for the previous ruler. DECmate then jumps to the ruler without 
scrolling through the text, unless the distance between rulers is short. If the 
distance between rulers is short, DECmate scrolls through the text. 
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Highlighting 


DECmate offers you four ways to highlight (add emphasis to) text in a docu- 
ment. You can: 


Capitalize 
Bold 
Underline 


Center 


You can combine two or more types of highlighting. You can highlight text 
as you type or edit it. 
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Capitalize Text 


e To capitalize text as you type it: 
Press SEL, type the text, then press the UPPER CASE key. 
OR 


Press the LOCK key so that the LOCK light comes on, then type 
the text. 


OR 
Hold down the SHIFT key while you type the character(s). 
e To capitalize existing text: 


Move the cursor to the start of the text, and press SEL. Move the 
cursor to the end, and press UPPER CASE. 


OR 


Move the cursor to the start of the text. Press UPPER CASE, then 
the appropriate distance key(s) to move the cursor to the end of the 
text. All the text the cursor passes over is capitalized. Capitalization 


stops the first time you press any key other than a distance key, for 
example, ADVANCE or BACK UP. 


e To halt capitalization, press ADVANCE or BACK UP. Or press 
any key other than a distance key. 


e To remove capitalization: 


Move the cursor over the character. Press Gold UPPER CASE and 
the appropriate distance key(s). 


OR 


Move the cursor to the start of the text, and press SEL. Move the 
cursor to the end, and press Gold UPPER CASE. 


The number and symbol keys are not affected. 


Hint. Use the LOCK key to capitalize text as you type it. Use the UPPER 
CASE key to capitalize existing text. 
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Bold Text 


e To bold text as you type it, press SEL, type the text, then press 
the BOLD key. 


e To bold existing text, you can: 


Move the cursor to the start of the text, and press SEL. Move the 
cursor to the end, and press BOLD. 


OR 


Move the cursor to the start of the text. Press BOLD, then the 
appropriate distance key(s) to move the cursor to the end of the text. 
All the text the cursor passes over is bolded. 


e To halt bolding, press ADVANCE or BACK UP. Or press any key 
other than a distance key. 


e To shadow print bolded text, bold the text as described above. 
Type SP YES from the Print Menu, and print the document. 


e To remove bolding: 


Move the cursor over the character. Press Gold BOLD and the 
appropriate distance key(s). 


OR 


Move the cursor to the start of the text, and press SEL. Move the 
cursor to the end, and press Gold BOLD. 


Bolding appears on the screen as extra brightness. When printed on a letter 
quality printer, a bold character makes the printer’s hammer strike that 
character twice in the same place. The printed character appears extra 
dark. 


Shadow printing prints bolded text print even darker. Set SP YES on the 
second page of the Print Menu. The text you want shadow printed must be 
already bolded, and you must use an LQP0O2. For more information on 
shadow printing, refer to Chapter 11. 
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Bolded text is treated differently when the Print Menu setting TW is set to 
TW YES. This setting prints bolded characters using a second printwheel 
(in a different type style). DECmate prints all the nonbolded characters, 
then stops. You must manually change printwheels and roll the paper back 
to the top of the page. DECmate then prints the bolded characters using the 
second printwheel. For more information on printing with two wheels, refer 
to Chapter 11. 


Underline Text 
e To underline text as you type it, press SEL, type the text, then 
press the UNDER LINE key. 
¢ To underline existing text, you can: 


Move the cursor to the start of the text, and press SEL. Move the 
cursor to the end, and press UNDER LINE. 


OR 


Move the cursor to the start of the text. Press UNDER LINE, then 
the appropriate distance key(s) to move the cursor to the end of the 
_ text. All the text the cursor passes over is underlined. 


e To halt underlining, press ADVANCE or BACK UP. Or press any 
key other than a distance key. 


e To remove underlining: 


Move the cursor over the character. Press Gold UNDER LINE and 
the appropriate distance key(s). 


OR 


Move the cursor to the start of the text, and press SEL. Move the 
cursor to the end, and press Gold UNDER LINE. 


When you underline text, DECmate underlines the spaces between words as 
well as the words themselves. To underline just the words, move the cursor 
to the start of the text to be underlined. Press UNDER LINE, then press 
WORD repeatedly until the cursor is past the last word to be underlined. 
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Type the underscore character on the hyphen (-) key by holding down the 
SHIFT key. Press the hyphen (-) key to get the underscore character as 
many times as needed. Use this character if you want to print separate 
underscore characters. It does not underline text. 


Center Text 


¢ To center a line, type the text, then press Gold CENTER. Or move 
the cursor to the end of an existing line, and press Gold CENTER. If 
you change the margins or type more text into the centered line, 
DECmate moves the text to keep it centered. 


e To remove a centering mark, move the cursor past the last visible 
character in the centered line. Press DEL CHAR. Or move the cur- 
sor to the first character of the line after the centered line. Press the 
Rubout key. Because you have removed the line-end character, the 
text on the next line moves up to the line of text that used to be 
centered. 


Centered lines are positioned so that their midpoints are aligned. 


Do these lines 
look centered to you? 


The centering mark is a line-end character. The cursor and any following 
text move to the start of the next line. 


DECmate normally centers a line halfway between the left and right mar- 
gins. However, you can define a centering point in the ruler (see Chapter 5). 
If a centering point is in the ruler, DECmate positions the line of text so 
that it centers under the C in the ruler. 


A centering mark is not visible in normal editing mode. You can view a 
centering mark by pressing Gold VIEW (see Chapter 17). 


Remember to consider other invisible characters when you are centering a 
line. You might have a centered line that ends in spaces. The spaces are 
counted as characters when the line is centered. As a result, the line will 
not look centered. 
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NOTE: You can only center text that is not tabbed. The tab mark takes effect, 
and the centering mark does not. In this case, the centering mark acts like a 
hard return. You must remove the tab mark before the centering mark can 
take effect. 


If you have extra spaces at the end of a centered line, pressing DEL CHAR 
does not work; it only deletes the extra spaces while the line stays centered. 
If you wanted to retain the spaces but remove the centering mark, use the 
Rubout key. Move the cursor to the start of the line following the centered 
line. Then press Rubout. 
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Moving Text 


This chapter discusses: 


e How to select text to perform special operations — move, delete, copy, 
and replace text 


e How to cut and paste text 

e How to copy one document into another or to another diskette 
You can cut and paste text to reorganize a document, without retyping large 
blocks of text. 


This chapter deals with moving text within a document. Also: 


e Moving text between documents and diskettes is discussed in this 
chapter under Paste and under Get Document. 


e Moving documents between diskettes is also discussed under Copy 
Documents in Chapter 2. The COPY command allows you to copy 
one, several, or all the documents on a diskette. 
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Select 


e To select text as it is typed, press the SEL key on the Editing 
Keypad, then type the text. 


e To select existing text, move the cursor to one end of the text and 
press SEL. Then press the appropriate distance key(s). 


e To erase the select mark, press SEL a second time. 


The SELECT key on the Arrow Keypad works just like the SEL key on the 
Editing Keypad. You can use SELECT instead of SEL. 


Pressing SEL inserts a select mark in the document at the cursor position. 
The text between the cursor and the select mark is the selected text. Any 
text following the cursor appears to move down a line. Use the ADVANCE 
or BACK UP keys and the distance keys to move the cursor to the end of 
existing text you want to select. 


Selecting text is used in conjunction with: 


e Highlighting (capitalizing, bolding, and underlining, as discussed in 
Chapter 6) 


e Subscripting and superscripting (discussed in Chapter 13) 


e Cutting text into the paste area, to be pasted elsewhere in the docu- 
ment or deleted 


e Replacing specified phrases in a document, or being replaced by a 
specified phrase. 


NOTE: You cannot select an entire document by using Gold BOT DOCMT, 
Gold TOP DOCMT,, or go-to-page. If you use any of these, DEC mate removes 
the select mark from the document. Use Gold ADVANCE or Gold BACK UP 
instead. 
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Cut 


e To remove (cut) text from a document, move the cursor to the 
start of the text, and press SEL. Move the cursor to the end of the 
text, and press CUT. In this way, you can delete blocks of text with- 
out using the delete and Rubout keys. 


e To type text into the paste area, press SEL, type the text, and 
press CUT. 


¢ To copy text into the paste area (leave original text in place), 
move the cursor to one end of the text, and press SEL. Move the 
cursor to the other end of the text, and press Gold CUT. 


The REMOVE key on the Arrow Keypad works just like the CUT key on 
the Editing Keypad. You can use REMOVE instead of CUT and Gold 
REMOVE instead of Gold CUT. 


If there is no selected text, pressing CUT sounds the beeper. 


The paste area is a storage area on your system diskette, holding up to 7500 
characters, or about two pages. If you select more than 7500 characters to 
be cut, DECmate moves only the first 7500 characters into the paste area 
and leaves the rest of the text in the document. DECmate then sounds the 
beeper and removes the select mark. 


You use the CUT and PASTE keys together to move text. The paste feature 
is described in the next section. Cut-and-paste is also used with the various 
types of searches described in Chapter 14. Since searches use more advanced 
techniques to locate, edit, and replace text, they are not described in this 
chapter. 


Gold CUT does not move the rulers to the paste area. Rulers in cut-and- 
paste operations are discussed later in this chapter, under Copy Text and 
Rulers. 


Pressing either CUT or Gold CUT removes the select mark from the docu- 
ment, so that there is no longer any selected text. Both CUT and Gold CUT 
erase whatever text was in the paste area before. The erased text cannot be 
restored. 
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Paste 


¢ To move text from one place in a document to another, select the 
text and press CUT. Then move the cursor to the point where you 
want to insert the text and press PASTE. 


e To move text from one document to another, select and cut the 
text out of the first document. Press Gold FILE DOCMT. Name 
another document for editing from the Main Menu. (Change disk- 
ettes if necessary.) Move the cursor to the correct position in the 
second document, and press PASTE. 


e To move text and ruler settings, cut the text from the first loca- 
tion. Move the cursor to the second location, and press Gold PASTE. 


e To copy text (without deleting it from its original location), select 
the text and press Gold CUT. Move the cursor to the point where 
you want the copy of the text to go, and press PASTE. 


e To copy text and rulers (without deleting them from the docu- 
ment), select the text. Cut it with the CUT key. Copy it back to the 
document in the same place by pressing Gold PASTE. Now move the 
cursor to where you want the copy and press Gold PASTE. 


The INSERT HERE key on the Arrow Keypad works just like the PASTE 
key on the Editing Keypad. You can use INSERT HERE instead of PASTE 
and Gold INSERT HERE instead of Gold PASTE. 


Use the CUT and PASTE keys together to move text. Before you can paste 
text, you must first cut it into the paste area, as discussed in the previous 
section. The paste area is a storage area that can contain up to 7500 charac- 
ters (about two pages) of text. The PASTE key inserts text from the paste 
area into the document at the cursor position. 


When you cut text into the paste area, any text that was already in the 
paste area is erased. 


Pressing PASTE does not erase the paste area. So you can move the cursor 
and press PASTE again. In this way, you can insert a copy of the same text 
elsewhere in the document as many times as needed. 


If you select F (Finished) from the Main Menu, DECmate erases the paste 
area. 
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NOTE: When you paste text into the middle of a paragraph, DECmate 
removes word-wrap returns to the end of that paragraph. Therefore, press 
PARA after pasting text so that DECmate rewraps the remainder of the text. 
This inserts word-wrap returns where they are now needed. 


If you paste rulers (discussed in the next section), DECmate removes word- 
wrap returns to the end of that paragraph. Advance to the next ruler so that 
DECmate rewraps the remainder of the text. 


For text frequently inserted in many documents, you should use a library 
document, not the paste area. An example might be a letter that repeats the 
same closing paragraph. See Chapter 15 for a discussion of library and 
abbreviation documents. 


Cut-and-paste is also used with the various searches described in Chapter 14. 
Since searches use more advanced techniques to locate, edit, and replace 
text, they are not described in this chapter. 


Copy Text and Rulers 


When you cut text (using the CUT key), DECmate puts both the text and 
rulers into the paste area. 


e Pressing PASTE inserts the text according to the ruler in the new 
location. 


e Pressing Gold PASTE inserts both the text and the rulers from the 
paste area. If the cut text has tab stops or special indents, these are 
included when the text is pasted. 


When you copy text using Gold CUT, DECmate copies the selected text to 
the paste area but does not delete it from the document. However, Gold 
CUT does not copy rulers. In this case, using either PASTE or Gold PASTE 
has the same effect: the ruler settings in the new location are used. 


To copy both text and rulers, use CUT to pick up the rulers with the text. 
Then use Gold PASTE to put down the text and rulers in the same place. 
Move the cursor to the place where you want the text and rulers copied. 
Then use Gold PASTE again. 


A summary of cutting and pasting rulers is given in Table 13. 
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Table 13 Cutting and Pasting Rulers 


PASTE Gold PASTE 

CUT Text is cut out of document. Text is cut out of document. 
Old rulers are ignored; rulers Old rulers are saved and used 
at point of insertion take at point of insertion. 
effect. 

Gold CUT Text is copied into paste area. Text is copied into paste area. 
Rulers at point of insertion Rulers at point of insertion 
take effect. take effect. To save original 

rulers, see technique under 
Copy Text and Rulers. 
Replace 


e To replace text with the contents of the paste area, move the 
cursor to one end of the text, and press SEL. Move the cursor to the 
other end, and press Gold REPLC. 


Sometimes you know that you want to replace certain text with other text 
throughout a document. For example, you may want to change the name of 
a company each time it occurs in a report. The replace feature uses the 
REPLC key to make this task easier. 


Before you use REPLC, use CUT to move the replacement text into the 
paste area. Then use SEL to select the text you want to replace. 


When you press Gold REPLC, DECmate deletes the selected text from the 
document, and removes the select mark. DECmate then inserts the replace- 


ment text from the paste area. The text in the paste area remains the same. 


Unlike CUT, Gold REPLC does not move replaced text to the paste area. The 
replaced text cannot be recovered. 


If there is no selected text, pressing Gold REPLC only sounds the beeper. 


102 


Moving Text 


Replacing text differs from a cut-and-paste operation in these two ways: 


e The REPLC key is used instead of the CUT and PASTE keys. 


e The text being inserted is always the same text. The cut text is 
immediately discarded, so the contents of the paste area never 
change. 


Gold REPLC is most useful with searches (refer to Chapter 14). In one type 
of search, DECmate automatically selects the text it finds. Gold REPLC 
then easily makes the substitution. 


Get Document 


e To copy one document into another document, position the cur- 
sor where the copied document should be inserted. Press Gold GET 
DOCMT. Type the name or number of the document to be inserted, 
and press RETURN. 


¢ To make a copy of an entire document, first create a new docu- 
ment and press RETURN. When the initial display appears, press 
Gold GET DOCMT. Type the name or number of the document to be 
copied, and press RETURN. 


Or, select the Copy option from the Diskette Maintenance Menu, 
and the Copy One option from the Copy Document Menu. Answer 
the prompts, as described in Chapter 3. 


As discussed above, you can cut and paste text between documents, even 
documents on different diskettes. However, the paste area only holds about 
two pages of text. To move larger amounts of text between documents, use 
Gold GET DOCMT. The GET DOCMT feature lets you insert all or part of 
one document into a second document. 


If you press Gold GET DOCMT while editing, DECmate clears the screen 
and prompts you for the name of another document. Type a diskette num- 
ber, a period, and a document name or number and then press RETURN. If 
you do not specify a diskette, diskette 1 is used. To cancel the request and 
resume editing, just press RETURN. 
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DECmate inserts the entire document at the cursor position in the current 
document. All rulers and other markers and invisible characters are copied. 
Only PAGE MARKERs are not copied. During the get-document operation, 
you see the text of the document scrolling up the screen. After the operation 
is complete, the screen is restored, with the cursor at the end of the inserted 
text. You can now edit or file the document. 


NOTE: Gold GET DOCMT copies rulers. After you use the get-document 
feature, be sure the last text ruler matches the ruler in the text that follows. 
You may have to add any necessary rulers. 


If the document you specified is not in the diskette index, DECmate displays 
an error message and asks for another document name. Unless you specify a 
diskette, DECmate always looks on diskette 1 for the specified document. 
The document being retrieved does not have to be on the same diskette as 
the document being added to. You can specify a document on another disk- 
ette by typing the diskette number, a period, and the document name or 
number. 


Gold GET DOCMT moves text from one document to another. You cannot 
copy a document into itself. If you try, the system beeps and returns you to 
the document you were editing. 


Hint. To preserve an older version of a document before you edit it, create 
and name a document from the Main Menu. Then use Gold GET DOCMT to 
copy the old document into the new blank document. The new document’s 
contents are an exact copy of the old document. Then you can edit the new 
document, and this becomes the most recent version of the text. 


Get Part of a Document 


If you only want part of the document you copied, you can: 


e Copy the document using Gold GET DOCMT as usual. Then use the 
CUT key to cut out the text you do not want. 


e Copy the document using Gold GET DOCMT as usual. Press Gold 
HALT while DECmate is copying the second document into the 
one you are editing. DECmate stops copying. Text already copied 
remains in the document you are editing when you file the 
document. 
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Copy Document Between Diskettes 


e To copy a document from one diskette to another, select the 
Copy option from the Diskette Maintenance Menu. Then select the 
Copy One option from the Copy Document display. Answer the 
prompts. 


e To copy a document from one diskette to another (text dis- 
played on screen): 


On a two-drive system, create a document on the system diskette. 
Press Gold GET DOCMT and specify the document to be copied. File 
the document when copying is complete. Remove the diskette in 
drive 1 and replace it with the second diskette. Create a document 
on the second diskette. Press Gold GET DOCMT and specify the 
copied document on the system diskette. 


On a multi-drive system, first create a new document and press 
RETURN. When the initial display appears, press Gold GET 
DOCMT. Type the diskette number, a period, and the name or num- 
ber of the document to be copied, and press RETURN. 


Copying documents by the Copy maintenance command (discussed in Chap- 
ter 3) is a fast, efficient process. The Copy option allows you to copy one, 
several, or all the documents on a diskette. Also, only whole documents are 
copied. 


You can also use Gold GET DOCMT to copy documents between diskettes. 
By using Gold Get DOCMT, you can see the text as it scrolls up your 
screen. So you can give the document a quick visual check. You can also 
copy less than the whole document to another diskette. However, you can 
only copy one document at a time. The procedure differs according to the 
number of drives on your system. 


If you have a two-drive system: 


1 First create a new document on the system diskette (diskette 0). 
Type 0.name. 


2 Press Gold GET DOCMT. Specify the name of the document you 
wish to copy, and press RETURN. DECmate looks for that document 
on the document diskette (diskette 1). 
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3 The document appears on your screen, scrolling through from begin- 
ning to end. When the document is copied, press Gold FILE 
DOCMT. You can also press Gold HALT to copy only part of a docu- 
ment, and then press Gold FILE DOCMT. 


4 Remove the first document diskette and replace it with the diskette 
to receive the copy. Create a new, empty document on the second 
diskette. 


5 Press Gold GET DOCMT. Specify the name of the document on the 
system diskette, and press RETURN. 


6 The document appears on your screen, scrolling through from begin- 
ning to end. When the document is copied, you can edit or file it. 


You now have a copy of the document on a new diskette. This copy proce- 
dure is summarized in Figure 9. 


NOTE: After you make the copy of the document, delete it from the system 
diskette. This prevents you from accumulating documents on the system 
diskette. 


If you have a multi-drive system: 


The procedure is the same one described under the earlier Get Document 
section. 


Create a document on the appropriate diskette. For example, to copy a docu- 
ment to the diskette in drive 3, type C, a space, 3.document name. When 
the initial display appears, press Gold GET DOCMT as before. In response 
to the system prompt, include the diskette number (drive number), a period, 
and the document name. For example, you might specify 2.document name. 
If you do not specify a diskette number, DECmate searches diskette 1 for 
the document to copy. 


You can also specify a document by number instead of by name. In the 
example above, you could specify 2.3 to make DECmate look on the diskette 
in drive 2 for document number 3. 
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June Monthly Report (on 
first document diskette) 


0.June Rpt (on — 1 
system diskette) 


June 1981 Report (on 
second document diskette) 


SS 
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Figure 9 Gold GET DOCMT Between Diskettes 
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Hyphenation 


This chapter discusses: 
e The three types of hyphens: breaking, nonbreaking, and invisible 
e The push-and-pull-hyphen feature 


e The hyphenation zone 


Types of Hyphens 
e To insert a nonbreaking hyphen at the cursor, press the hyphen 
(-) key. 
e To insert a breaking hyphen at the cursor, press Gold PRINT 
HYPH. 


e To insert an invisible hyphen, put the cursor after the character 
to be followed by the hyphen. Hold down the SHIFT key, and press 
Gold PRINT HYPH. 


e To hyphenate a word that has been word wrapped to the 
next line, use the HYPH PUSH and Gold HYPH PULL features, 
discussed in the next section. 
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Nonbreaking Hyphen 


A hyphen inserted by pressing the hyphen (-) key is a nonbreaking hyphen. 
A nonbreaking hyphen joins two words to form a compound word. DECmate 
does not divide a compound word when it falls at the end of the line. 
Instead, DECmate wraps the entire word to a new line. 


Nonbreaking hyphens are typically used in telephone numbers or proper 
names, such as Daniel Ford-Jones. 


To insert a nonbreaking hyphen at the cursor, simply press the hyphen (-) 
key. 


Breaking Hyphen 


A breaking hyphen looks the same as a nonbreaking hyphen, but lets 
DECmate divide compound words at the hyphen. For instance, suppose the 
compound word two-thirds contained a breaking hyphen. If it crossed the 
right margin, DECmate could leave two- on the first line and move thirds to 
the next line. 


To insert a breaking hyphen at the cursor, press Gold PRINT HYPH. 


Invisible Hyphen 


An invisible hyphen, like a breaking hyphen, lets DECmate divide a word at 
the hyphen. DECmate breaks the word at that point if the whole word does 
not fit on a line. But until the word is divided at the end of a line, the 
hyphen is not visible on the screen. You insert invisible hyphens in words 
between syllables. 


A word may contain several invisible hyphens, to tell DECmate that there 
are several places where it may divide the word. If DECmate does break the 
word, the invisible hyphen stays with the first part of the word and becomes 
a visible hyphen at the end of the line. The second half of the word is 
wrapped to the next line. 


For instance, suppose you put an invisible hyphen between m and p in the 
word compound. You would not see any change on the screen or on paper 
unless the word did not fit on a line. If DECmate divided the word and 
moved pound to a new line, the invisible hyphen would appear, leaving 
com- at the end of the previous line. 
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To insert an invisible hyphen, hold down the SHIFT key when pressing 
Gold PRINT HYPH. 


e To insert an invisible hyphen while you are typing, type the charac- 
ters before the hyphen. Then hold down SHIFT and press Gold 
PRINT HYPH as above. The hyphen does not appear on the screen, 
and the cursor does not move. Type the rest of the word. 


e To insert an invisible hyphen into an existing word, place the cursor 
at the character that follows the hyphen. Hold down SHIFT and 
press Gold PRINT HYPH as above. The hyphen does not appear on 
the screen, and the cursor does not move. Advance the cursor as 
necessary. 


Another way to insert invisible hyphens is by pushing and pulling hyphens, 
described in the next section. 


Invisible hyphens are visible in view mode, as explained in Chapter 17. 
Once embedded in a word, they are permanent markers, only made visible 
when needed. 


Invisible hyphens are often useful in abbreviation and library documents 
(see Chapter 15), when using hyphenation zones (discussed later in this 
chapter), and in list and form documents in list processing (see Using List 
Processing). 


Push and Pull Hyphens 


¢ To push characters back to the previous line, move the cursor to 
the line that starts with the long word. Press HYPH PUSH once for 
each character you want to push up to the previous line. 


e To pull characters back down to the cursor’s line, press Gold 
HYPH PULL once for each character. 


Suppose a long word does not contain an invisible or a breaking hyphen and 
it runs past the right margin. DECmate wraps the entire word to the start 
of the next line. The cursor is now on the new line, but there is a large gap 
at the end of the previous line. 
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Hyphen Push 


Press HYPH PUSH to push the first character of the line that the cursor is 
on up to the previous line, just before the word-wrap return. The cursor can 
be anywhere on the line that starts with the long word. When you press 
HYPH PUSH, DECmate inserts a hyphen after the pushed character and 
moves the cursor to the end of the hyphenated word. Pressing HYPH PUSH 
again moves another character up to the previous line, before the hyphen. 


If you press HYPH PUSH too many times, part of the word might not fit on 
the previous line. The hyphen is removed and the word wraps down to the 
next line again. Press HYPH PUSH again, but push fewer characters up 
than last time. 


The hyphen created at the end of the line by HYPH PUSH is an invisible 
hyphen. If you change the line endings so that DECmate no longer has to 
divide the word, the hyphen becomes invisible. But the hyphen is still 
embedded in the word and becomes visible again if the word is divided at 
the end of a line. These invisible hyphens created by HYPH PUSH are visi- 
ble in view mode (see Chapter 17). 


If a word contains an embedded invisible hyphen, pressing HYPH PUSH 
has a different effect. Instead of moving one letter each time HYPH PUSH 
is pressed, DECmate moves all the letters before the hyphen to the previous 
line, if they fit. 


If you try to hyphen-push a word containing a composite character or a non- 
breaking space, you can only push characters up to, but not including, any 
composite characters or nonbreaking spaces in the word. 


Hyphen Pull 


Press Gold HYPH PULL to reverse the HYPH PUSH process: it pulls a 
character down from the previous line to the line the cursor is on. Gold 
HYPH PULL has no effect unless the previous line ends with an invisible 
hyphen. 


Even if a word contains an embedded invisible hyphen, pressing Gold 
HYPH PULL moves one letter at a time. 
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Hyphenation Zone 


The push-hyphen feature lets you hyphenate a word that otherwise would 
wrap. The hyphenation zone tells you when you should use HYPH PUSH. 
(Hyphenation zones are also discussed in Chapter 5.) 


The letter H in a ruler specifies a hyphenation zone. The hyphenation zone 
is the area between the H and the right margin (R or J). Typically, you put 
the H in the ruler 5 to 10 spaces before the right margin. 


Whenever DECmate wraps a word to the next line and leaves the hyphena- 
tion zone blank, DECmate beeps. The beeper sounds: 


While you are typing text. The beeper sounds when DECmate 
wraps a word that is too long. Correct the problem by pushing char- 
acters back up to the previous line with HYPH PUSH. Or continue 


typing. 


While the cursor is advancing through the document after you 
use the distance keys. The cursor does not stop advancing. It 
advances the total distance defined by the distance keys. You must 
examine the display to determine which words were too long for the 
hyphenation zone. Correct the problem by pushing characters back 
up to the previous line with HYPH PUSH. The cursor can be any- 
where on the line when you use HYPH PUSH to push characters to 
the previous line. Or ignore the long words and continue editing. 


When you are paginating the document using Gold PAGE or 
auto-pagination. The cursor stops at the first character of the word 
that is too long. Correct the problem by pressing HYPH PUSH as 
many times as necessary. Or ignore the long word and continue 
paginating. Pagination is discussed in Chapter 9. 
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Pagination 


This chapter discusses: 


e The three types of pagination: manual, automatic pagination, and 
automatic Gold PAGE 


e The two types of page-end marks: NEW PAGE marks and PAGE 
MARKERs 


e Text size in determining page length 


Automatic page numbering is discussed in Chapter 10. 
The two easiest ways to paginate are: 


e Automatic pagination, selected from the Print Menu 


e Automatic Gold PAGE, selected from the Editor Menu while editing 


Or you can choose manual pagination — you determine where each printed 
page ends. 


There are two page-end marks that tell DECmate to break the document 
into pages: the NEW PAGE mark and the PAGE MARKER. Both appear on 
the screen as a horizontal dashed line, with the words NEW PAGE or 
PAGE MARKER in the middle. Neither page-end mark is printed. 
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The PAGE MARKER, like a word-wrap return, is a temporary marker. The 
placement of PAGE MARKERs is based on the text currently on the page. 
DECmate removes PAGE MARKERs when you: 


Change a ruler. DECmate removes all PAGE MARKERs up to the 
next ruler. 


Change text. DECmate removes all PAGE MARKERs through the 
end of the paragraph. 


Insert one document into another by Gold GET DOCMT. DECmate 
removes all PAGE MARKERs from the inserted document. 


NEW PAGE marks are not affected by these operations. 


In general, when you edit a paginated document, you must repaginate all 
changed pages, and often the pages that follow. Repagination removes old 
PAGE MARKERs and inserts new ones based on the new text. Repaginate 
manually by pressing Gold PAGE, or use automatic Gold PAGE. 


NEW PAGE marks are not removed during repagination. If you have now- 
obsolete NEW PAGE marks, rub them out. 


Manual Pagination 
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To determine page breaks, move the cursor to the top of the docu- 
ment, and press Gold PAGE to insert the first PAGE MARKER. 
After moving the PAGE MARKER (if necessary), press Gold PAGE 
again to insert the next PAGE MARKER. Repeat until you reach 
the bottom of the document. 


To remove a page-end mark, move the cursor to the start of the 
line after the page-end mark and press RUB CHAR OUT. Or, put 
the cursor on the page-end mark and press DEL CHAR. 


To insert a page-end mark, move the cursor to any point on the 
line that is to be the top line on the new page. Press Gold PAGE 
MARKER or Gold NEW PAGE. The page-end mark is inserted at 
the start of that line. 


To continue pagination after moving a page-end mark, press 
Gold PAGE again to advance the cursor and insert the next page- 
end mark. | 


Pagination 


e To print a manually paginated document, insert page-end marks 
where needed. Set the Print Menu setting to AP NO, and print the 
document. 


Inserting page-end marks is called manual pagination. Manual pagination 
takes effect when you: 


1 Insert page-end marks. 


2 Type AP NO from Print Menu to switch off automatic pagination 


You manually paginate a document to make sure that it breaks into pages 
to your satisfaction. You can examine each page break to verify that 
important text or figures are not split between pages. 


When you press Gold PAGE, DECmate searches backwards from the cursor 
to find a page-end mark. From that point, DECmate counts the number of 
lines for one page. (Specifying the page size is discussed later in this chap- 
ter.) Then DECmate advances the cursor and inserts a PAGE MARKER. If 
you are not satisfied with the position of the PAGE MARKER, you can 
delete it, move the cursor to the new location, and insert a new page-end 
mark. 


When you insert page-end marks, you can use either PAGE MARKERs or 
NEW PAGE marks. PAGE MARKERs only take effect when automatic 
pagination is switched off (AP NO). NEW PAGE marks always force the 
text that follows them to the top of the next page. Neither type of page-end 
mark is printed. 


You should move page-end marks backward, not forward. If you move them 
forward, there may be more lines on the page than can fit on a single piece 
of paper. This may cause DECmate to: 


e Print across the perforation, if using continuous-form paper. 
e Print on the roller (platen), if using single sheets of paper. 


e Fail to print some lines from the footer (see Chapter 10), if there is 
one. 


e End the page where necessary and print a short page, if using AP 
YES and NEW PAGE marks. 
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You can insert page-end marks when the cursor is at any point on a line. 
The page-end mark is always inserted at the start of that line. When you 
insert a page-end mark before or in a paragraph, DECmate removes all 
word-wrap returns in that paragraph beyond the page-end mark. Press Gold 
PAGE or the PARA key to rewrap the paragraph. 


Stop Pagination 
Pagination stops when: 


e You press Gold HALT. The cursor stops advancing. 


e DECmate finds a NEW PAGE mark. The cursor stops advancing 
and the line count is reset to 0. This is because the NEW PAGE 
mark always forces the following text to the top of a new page, 
making a PAGE MARKER unnecessary. 


e DECmate wraps a word in violation of a hyphenation zone (see 
Chapter 8). The cursor stops advancing. Use HYPH PUSH to 
hyphenate the word, then press Gold PAGE again. DECmate contin- 
ues counting lines, remembering where it left off. 


e The cursor reaches the bottom of the document. It stops advancing; 
pagination is complete. 


Automatic Pagination 


e To automatically paginate a document (while printing), set the 
automatic pagination setting on the Print Menu to AP YES. Then 
print the document. 


e To insert a NEW PAGE mark, move the cursor to any point on 
the line that is to be the top line on the new page. Press Gold NEW 
PAGE. The NEW PAGE mark is inserted at the start of that line. 


The easiest way to paginate a document is to use automatic pagination. 
Automatic pagination takes effect while the document is printing and is 
determined by setting AP YES on the Print Menu. The Print Menu is dis- 
cussed in Chapter 11. 


118 


] 


y 


4 


Pagination 


AP YES tells DECmate to go to the top of the next page after printing a 
specified number of lines on a page. The size of the page (number of lines 
printed) is determined by the current settings on the Print Menu. Specifying 
the current text size is discussed later in this chapter. 


During printing with automatic pagination, DECmate obeys any NEW 
PAGE marks. NEW PAGE marks always force the text that follows to the 
top of the next page, but PAGE MARKERs have no effect. 


AP YES turns automatic pagination on; AP NO turns it off. You must 
insert page-end marks in your document if you turn automatic pagination 
off. PAGE MARKERs only take effect when you set AP NO. 


If the automatic pagination is set to AP NO, and the document is more than 
one page, then DECmate prints the text continuously until it encounters a 
NEW PAGE mark. If the printer reaches the bottom of the paper without 
finding a NEW PAGE mark, it continues to print. If single sheets are used, 
the printer prints on the roller (platen). If continuous-form paper is used, 
the printer prints across the perforation and onto the next sheet. 


Automatic Gold PAGE 


e To use automatic Gold PAGE, press Gold MENU while editing a 
document to call up the Editor Menu. Select the PG option and press 
RETURN. 


e To change a PAGE MARKER while using automatic Gold PAGE, 
press Gold HALT. Delete the PAGE MARKER. Move the cursor to a 
better page-break point, and insert a page-end mark. The page-end 
mark is inserted at the start of that line. 


e To remove a page-end mark, move the cursor to the start of the 
line after the page-end mark and press RUB CHAR OUT. Or, move 
the cursor onto the page-end mark and press DEL CHAR. 


e To insert a page-end mark, move the cursor to any point on the 
line that you want at the top of the new page. Press Gold PAGE 
MARKER or Gold NEW PAGE. The page-end mark is inserted at 
the start of that line. 
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e To continue automatic Gold PAGE after moving a page-end 
mark, press Gold MENU to get the Editor Menu again. Select the 
PG option and press RETURN. 


e To print a document paginated with automatic Gold PAGE, 
insert page-end marks by automatic Gold PAGE. Set the Print 
Menu setting to AP NO, and print the document. 


If you print a document using automatic pagination, the pages may break in 
awkward places. Manual pagination allows you to control page breaks, but 
it takes time. Automatic Gold PAGE solves both these problems. Automatic 
Gold PAGE also allows you to quickly paginate a document before using the 
go-to-page feature. 


Using automatic Gold PAGE starts a Gold PAGE operation that continues 
automatically to the end of the document. Automatic Gold PAGE begins 
when you select the PG option on the Editor Menu. 


DECmate automatically goes to the last page-end mark. Then DECmate 
scrolls forward the number of lines in the CT (current text size) setting and 
inserts the firsts PAGE MARKER. DECmate then scrolls forward counting 
lines and repeating the process. 


If DECmate encounters a NEW PAGE mark during automatic Gold PAGE, 
it begins counting the number of lines on a page beginning at the NEW 
PAGE mark. Typically, you use a NEW PAGE mark at the start of a new 
chapter, a figure, a table, or the like. 


Stop Pagination 


Stop pagination by pressing Gold HALT. Make any edits you want to. Then 
go back to the Editor Menu and start the automatic Gold PAGE again. 


Text Size 


e To change the current text size of a document, press Gold 
MENU while editing the document to call the Editor Menu. Type 
CT, press the space bar, type the desired number of lines per page, 
and press RETURN. Then press RETURN again to resume editing. 
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The CT (current text size) setting controls the number of lines printed on a 
page. When you manually paginate or use automatic Gold PAGE, DECmate 
inserts PAGE MARKERs at the interval of the current text size. A typical 
setting is CT 54 (current text size set to 54 lines per page). 


The ST (standard text size) option on the Editor Menu is the CT setting 
used on all new documents. You can also change the ST setting through the 
Editor Menu. Doing so has no effect on the document you are editing. The 
ST setting takes effect only when you create a new document. At that time, 
DECmate sets the CT value of the new document equal to the value of ST. 


Each document can have its own CT value. When the CT setting is changed, 
the new setting applies to the entire document. However, there is only one 
ST value that always appears on the Editor Menu. If ST is changed, its new 
value is seen in the Editor Menu regardless of what document is being 
edited. 


The current text size of a document must agree with the PS (page size), TM 
(top margin), and BM (bottom margin) print settings. In order for the docu- 
ment to be printed correctly, the text size must be the page size, minus the 
number of lines in both margins: 


CT = PS-—-TM- BM 
In addition, the value of CT must be at least one line (CT 1). 


If you change any of the text size settings (CT, PS, TM, BM), you must adjust 
the others before paginating and printing the document. If the text size is not 
correct, the pages print improperly, such as with text typed off the paper or 
parts of the header or footer missing. If TM and BM together are greater 
than PS, the printer cannot print at all. The text size settings (CT, PS, TM, 
BM) are discussed in Chapter 11. 


You can also determine page size by using the page-end marks. If you 
define a page longer than the current text setting, the text may print over 
the perforation or off the sheet of paper. 
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Change Pagination 


e To repaginate a portion of a document that has been changed, 
back the cursor up to the firsts PAGE MARKER or NEW PAGE 
mark before the changed portion. Or go to the top of the document. 
Then: 


Paginate, using Gold PAGE, until you find a page-end mark that is 
beyond the changed portion. 


OR 
Repaginate the document using automatic Gold PAGE. 


e To determine where to begin repaginating a changed portion, 
press Gold PAGE repeatedly. Or, invoke automatic Gold PAGE. 
DECmate searches backwards in the document until it encounters a 
page-end mark. 


If you press Gold PAGE to begin pagination, DECmate searches backwards 
the number of lines in the CT setting. It stops when it finds a PAGE 
MARKER, NEW PAGE mark, or the top of the document. If DECmate can- 
not find a page-end mark within the CT setting’s number of lines, the 
beeper sounds. The display changes, with the cursor backed up the number 
of lines in the CT setting. 


Continue pressing Gold PAGE to search backwards for the last page-end 
mark. DECmate searches backwards until it reaches a page-end mark. 
Begin the manual or automatic Gold PAGE process from that point. 


If the cursor is within a page of the top of the document, DECmate does not 
go to the top of the document. Instead, it counts forward one page from the 
top line of the document and inserts a PAGE MARKER. If you are manu- 
ally paginating, adjust the placement of the marker if necessary. Press Gold 
PAGE to continue. 


If there is a page-end mark before or in a paragraph, DECmate removes all 
word-wrap returns beyond it in that paragraph. If you are manually pagi- 
nating, pressing Gold PAGE automatically rewraps the paragraph. If you 
use automatic Gold PAGE, DECmate rewraps the text as it advances 
through the document. 
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Go-To-Page 


The go-to-page feature is an advanced form of the search feature. It allows 
you to move quickly around in a document by specifying a page number. 
DECmate counts page-end marks to go to the indicated page. 


You must paginate a document for go-to-page to work. If the document was 
not created on DECmate II or DECmate I (Version 2.0 or later), you must 
advance through the document to insert page markers or NEW PAGE 
marks. A document with no page-end marks is treated as one page by 
DECmate. For more information on the go-to-page feature, see Chapter 14. 
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Conirol Commands 


This chapter describes the control commands. Control commands do several 
different tasks: 


Print headers and footers 

Count pages and sections 

Reset the page and section count 

Include your comments without printing them 

Establish a common communication language with a host system 
Do math 

Print multicolumn text 


Specify paper feed from paper tray or envelope feeder when using an 
automatic sheeter feeder for printing 


Use a special character set, font, or pitch setting on a draft printer 


Control command markers distinguish control command text from normal 
text in a document. DECmate does not always print text between control 
command markers, even though it is displayed on the screen. 
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You insert control commands during document creation and editing. They 
usually take effect when the document is printed. The Communications, List 
Processing, and Math features also use control commands. Details of control 
commands used in these features are found in Using Communications, 
Using List Processing, and Using Math. 


Create Control Commands 


e To insert a control command, press Gold CMND, type the 
keyword, and press RETURN. Type any additional text that may be 
required by the keyword, and press RETURN. Press Gold CMND 
again to finish the command. 


e To remove a control command marker, place the cursor on the 
first character after the control command marker, and press the 
RUB CHAR OUT key. Or place the cursor over the control com- 
mand marker and press the DEL CHAR key. 


Use the Gold key and the gold-lettered CMND key to create a control com- 
mand. When you press Gold CMND the first time, DECmate inserts this 
marker in the document: 


Immediately after the START CONTROL marker, the control command 
should contain a keyword, followed by a hard return. The keyword can be in 
either uppercase or lowercase letters. The keywords and their effects on doc- 
uments are discussed later in this section. 


After pressing RETURN, type any text used by the command (none may be 
needed). For example, the command may include instructions about printing 
the text as multiple columns. Invisible characters, such as centering marks 
and tabs, can also be included. 


After you type the entire command, press RETURN and Gold CMND again 
to separate the text from the control command. DECmate inserts a marker 
that looks like this: 


Nee ee a eee a END PONT ROLS sae aS ee 
The CMND key creates both START and END CONTROL markers. If you 


pressed Gold CMND to start a control command, the next time you press 
Gold CMND, DECmate gives you an END CONTROL marker. 
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Control Commands 


There are nine keywords. These six take effect when a document is printed: 


TOP 


BOTTOM 


RESET 


SECTION 


MULTI 


PRINTER 


tells DECmate to use the text of the control command as a 
header. That is, print that text at the top of each page. 


tells DECmate to use the text of the control command as a 
footer. That is, print that text at the bottom of each page. 


tells DECmate to reset its count of page numbers to the IP set- 
ting. RESET can be followed by a number to reset the page 

count to something other than the IP setting. Any other text in 
this command is ignored. RESET has no effect unless you have 
a TOP or BOTTOM control command containing a \p command. 


tells DECmate to increment its count of section numbers by 1. 
Or a section number can be specified. Any other text in the 
command is ignored. SECTION has no effect unless you have a 
TOP or BOTTOM control command containing a \s command. 


tells DECmate to print the text in multiple columns. Remain-. 
ing text of the control command gives number of columns and 
positioning information. 


tells DECmate how to print text on the ASF or draft printer. 
Remaining text of the control command gives details on how to 
print the text. 


The six keywords just discussed are explained in this chapter. 


These two keywords are used when specific optional features are active on 
your system: 


CA 


WPSMATH 


tells DECmate how to proceed when you transmit a document 
using the CX option. This control command is discussed in 
Using Communications. 


tells DECmate how to perform math calculations on specified 
text. This control command is discussed in Using Math. 
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This keyword defines a control command that is never printed: 


COMMENT ~ tells DECmate to use the text of the control command as com- 
ments or editor’s notes. They are not printed with the docu- 
ment, but can be seen on the screen and changed by anyone 
editing the document. 


Restrictions 


Because DECmate recognizes the first text after the START CONTROL 
marker as the keyword, be careful not to omit the keyword. DECmate usu- 
ally considers any text between control commands to be a comment if the 
first line is not a keyword. However, DECmate may try to interpret the text 
as a control command and introduce mistakes into your document. 


NOTE: Always type the whole keyword. Press return after typing the 
keyword. 


You can put only one keyword between a pair of START and END control 
commands. To specify a header as well as a footer, for instance, you must 
use two separate control commands. 


Most control commands do not take effect while you are editing a document. 
WPSMATH is the exception. Math is performed and totals generated during 
the editing process, unless you switch math off. The WPSMATH command 
is discussed in Using Math. 


Headers and Footers 


e To print a document with a header, move the cursor to the top of 
the first page where the header should appear. Press Gold CMND, 
type TOP, press RETURN, and type the text to appear at the top of 
each page. Press RETURN twice, and end the command by pressing 
Gold CMND again. 


e To print a document with a footer, move the cursor to the first 
page where the footer should appear. Press Gold CMND, type 
BOTTOM, and press RETURN twice. Type the text to appear at the 
bottom of each page. End by pressing RETURN and Gold CMND 
again. 
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e To cancel headers or footers in the document, move the cursor 
to the top of the first page to be printed with no header. Press Gold 
CMND, type TOP, press RETURN, and press Gold CMND again. To 
cancel footers in part of the document, type BOTTOM instead of 
TOP. 


A header is printed in the top margin of every page; a footer is printed in 
the bottom margin of every page. Headers and footers may contain informa- 
tion such as the title of the document or chapter, the section and/or page 
number, or the date. See Print the Date and Page Number, later in this 
chapter. 


A control command with the keyword TOP specifies a header. If DECmate 
encounters the TOP control command when the printer is at the top of a 
page, DECmate prints the header at the top of that page and all following 
pages. If the header command is included anywhere else in the document, 
DECmate prints the header when it reaches the top of the next page. 


A control command with the keyword BOTTOM specifies a footer. You can 
include the BOTTOM control command anywhere in a document. DECmate 
prints the footer at the bottom of every page, starting with the page where 
DECmate encountered this command. 


Restrictions 


Headers must have the same or fewer lines than the top margin. Footers 
must have the same or fewer lines than the bottom margin. 


You can put more than one header or footer in a document. If DECmate 
finds a second control command for a header or footer, it prints the new one 
from then on. 


Type the complete text of a new header or footer. You cannot give a control 
command changing part of the text in a header or footer. However, you can 
use the SECTION control command (discussed later in this chapter) to 
update section numbers in a header or footer. 
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Position of Headers and Footers 


DECmate positions headers and footers as close to the text as possible 
within their respective margins. Press RETURN an extra time after enter- 
ing header text or before entering the footer text. The hard return adds an 
extra blank line between the header or footer text and the main text. 


Remember that the header or footer must fit within the appropriate margin. 
In addition, the number of lines in the header or footer must be the same or 
fewer than the number of lines in the margin. Otherwise, DECmate omits 
lines from the bottom of the header or the top of the footer. 


You can change the number of lines in the top and bottom margins by using 
the TM and BM options in the Print Menu (see Chapter 11). However, if 
you change the TM or BM settings, you must also change the CT setting. 


The Editor Menu setting CT and Print Menu settings TM, BM, and PS 
determine the equation for page size: 


PS = TM + CT + BM 


Changing any of these settings changes the page size, so the other settings 
must be adjusted as necessary. The page size (PS) setting depends on the 
size of the paper used. For more information on page size, see Chapter 11, 
Vertical Layout, and Chapter 9, Text Size. 


Rulers and Spacing 


Rulers. DECmate prints the header or footer according to the ruler in effect 
where you typed the control command. The header or footer may itself con- 
tain ruler changes. On the first page, these new rulers change the settings 
for the control command and the text following the control command until 
the next ruler. 


If you change rulers in the text, the ruler in the header or footer does not 
change. Also, the ruler settings of the header or footer (the original ruler) 
do not override the ruler settings for the text on that page. 


The right margin setting in a ruler (R or J) determines whether or not 
printed text is justified. DECmate justifies headers or footers according to 
the ruler in effect in the header or footer. 
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Spacing. The left margin setting in a ruler (F, L, N, or D) determines the 
amount of vertical space for each line of text (see Chapter 5). The left mar- 
gin setting in effect at the control command determines the amount of verti- 
cal space for an entire header or footer. Changing rulers in the text may 
change the spacing of the text. But the spacing used in the header or footer 
does not change. 


The EX option in the Print Menu, which inserts extra blank space between 
lines, does not affect headers or footers. The EX option is discussed in Chap- 
ter 11, under Adding Vertical Space. 


A header or footer can also include invisible characters that format text, 
such as centering marks and tabs. 


Print the Date and Page Number 


You can include the current date and/or page number in headers and 
footers. Page numbers and the current date are updated as appropriate each 
time you print that document. 


Curent Date. If\d appears in the text of a header or footer, then 
DECmate prints the current date instead of \d when the document is 
printed. If DECmate prints the document again on a different date, that 
day’s date appears in the header or footer. The current date is the one 
you typed on the Date/Time Menu. The Date/Time Menu is discussed in 
Chapter 3. 


NOTE: The character \ is a backslash, found on the key that also says DATE 
TIME in gold lettering. The backslash key is above the right-hand SHIFT 
key. Do not use the slash (/). 


To boldface or underline the date, underline or boldface the d (see Chapter 
6). Do not use capital letters (\D). 


The date command \d can be combined with other text and invisible charac- 
ters. For instance, you can type \d into a header with other text. Each time 
the document is printed, the date is updated to the date you typed at the 
Date/Time Menu. The rest of the header is always printed the same. 


131 


Control Commands 


Section/Page Numbers. If \s appears in the text of a header or footer, 
then DECmate prints the section number instead of \s. The number used is 
1 unless you specify another number. The section number increases by one 
each time you use a SECTION control command within the same 
document. 


The \s command is especially helpful if you expect to rearrange the sections 
of a document. But this command only numbers sections within a document. 
You must insert a new SECTION control command at the beginning of each 
new document. You can also specify a different section number, as discussed 
in the next section, Reset the Page Count. 


If \p appears in the text of a header or footer, then DECmate prints the page 
number instead of \p. The number printed on the first page of the document 
is set by the IP (initial page number) setting in the Print Menu (see Chap- 
ter 11). The RESET command, discussed later in this chapter, sets a page 
number that overrides the IP setting. 


If you start using headers or footers in the middle of the document, 
DECmate counts the unnumbered pages when it starts printing page num- 
bers. For example, suppose you put \p in a header command on the third 
page, and set IP to 1. DECmate prints the number for the third page as 3, 
even though it did not print the numbers for pages 1 and 2. 


To boldface or underline the section or page number, underline or boldface 
the s or p (see Chapter 6). Do not use capital letters (\S or \P). 


Both \s and \p can be combined with other text and invisible characters. For 
instance, you can type 3-\p and press Gold CENTR in a footer. DECmate 
then prints page numbers 3-1, 3-2, and so on, centered at the bottom of suc- 
cessive pages. 


Reset the Page Count 


e To set the page count back to the IP setting, press Gold CMND, 
type RESET, and press RETURN. Press Gold CMND to end the con- 
trol command. 


e To set the page count to any other number, press Gold CMND, 
type RESET, a space, and the appropriate number. Press RETURN 
and then Gold CMND to end the control command. 


e To specify the section number (beginning with 1), type \s into the 
header or footer. 
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e To specify a section number other than 1, press Gold CMND, 
type SECTION, a space, and the section number. Press RETURN 
and Gold CMND to end the control command. If you have the \s 
command in your header or footer, the header or footer prints that 
section number in place of the \s. 


e To increment the section number, first you must have specified 
the section number by one of the two methods just described. Then 
press Gold CMND, type SECTION, and press RETURN. Press Gold 
CMND to end the control command. 


The RESET command tells DECmate to reset its count of page numbers to 
the IP setting. Or RESET can be followed by a number to reset the page 
count to something other than the IP setting. Any other text in this com- 
mand is ignored. 


Reset the Page Number 


Suppose you print Chapter 3 with page numbers 3-1, 3-2, and so on. You 
want DECmate to number the pages 4-1, 4-2, and so on, when it reaches 
Chapter 4. You have two choices: 


_1- Ifthe chapters are separate documents: On the first page of Chapter 
3, you can type a BOTTOM command that defines a footer of 3-\p. 
On the first page of Chapter 4, you can type a BOTTOM command 
that defines a new footer, 4-\p instead of 3-\p. 


2 Ifthe chapters are part of the same document: On the first page of 
Chapter 3, you can type a BOTTOM command that defines a footer 
of 3-\p. On the first page of Chapter 4, you can type two control com- 
mands. The first contains a BOTTOM command that defines a new 
footer, 4-\p instead of 3-\p. The second is a RESET command to se 
the page count back to 1. | 


RESET followed by a number always overrides the IP setting. If you say IP 
1, and use a RESET 10 control command, DECmate renumbers the follow- 
ing pages beginning with 10. For more information on the IP (initial page 
number) setting, see Chapter 11. 


Also, if you increment the section numbers (as described below), the page 
numbers are not affected. To reset the page numbers as well as the section 
numbers, you must use both a RESET and a SECTION control command. 
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Reset the Section Count 


The SECTION command is used to tell DECmate to change the section 
count in a document. The document must contain a control command that 
includes the \s command. 


Section numbers do not automatically increment, like page numbers. The 
section number is always 1 until you enter another SECTION command. 
Each time you use the SECTION control command, the section count incre- 
ments by 1. 


Suppose you print Chapter 1 with page numbers 1-1, 1-2, and so on. You 
want DECmate to number the pages 2-1, 2-2, and so on, when it reaches 
Chapter 2. You have three choices: 


1 Ifthe chapters are separate documents: On the first page of Chapter 
1, you can type a BOTTOM control command that defines a footer of 
1-\p. On the first page of Chapter 2, you can type a BOTTOM com- 
mand that defines a new footer, 2-\p instead of 1-\p. 


2 Ifthe chapters are separate documents: On the first page of Chapter 
1, insert a SECTION control command. Then type a BOTTOM com- 
mand that defines a footer of s-\p. On the first page of Chapter 2, 
insert a SECTION control command that defines the section number 
2. Then type a BOTTOM command that defines a footer of s-\p. 


3 Ifthe chapters are part of the same document: On the first page of 
Chapter 1, you can type a BOTTOM command that defines a footer 
of s-\p. On the first page of Chapter 2, insert a SECTION control 
command that defines the section number 2 and insert a RESET 
command to reset the page number to 1 at the start of each new 
chapter. 


The first choice works whether or not the chapters are part of the same doc- 
ument. The second choice is useful if you expect to rearrange the sections 
and change numbering. Then you only have to edit each SECTION control 
command to change the section number. The third choice only works when 
several sections are part of the same word processing document. It is most 
useful if you expect to rearrange the sections within a document. 


Also, if you increment the section numbers, the page numbers are not 
affected. To reset the page numbers as well as the section numbers, you 
must use both a RESET and a SECTION control command. Resetting the 
page numbers is explained above. 
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Restrictions 


The RESET control command is used to reset the page count within a docu- 
ment. A RESET command that includes a page number always overrides 
the IP (initial page number) setting on the Print Menu for that document. 


If you change the FR 1 and TO 0 print settings to any other values, keep in 
mind that they are influenced by any RESET control commands in your doc- 
ument. If your document contains RESET control commands, changing the 
FR and TO settings can cause extra pages to be printed. 


For example, if you set FR 1 and TO 3 and your document contains a 
RESET command, pages 1 through 3 from the beginning of the document 
print, as well as the pages numbered 1 through 3 that follow the RESET 
command. To avoid printing extra pages, make each chapter or section a 
separate document. Then you can print the necessary pages using the FR 
and TO Print Menu settings. 


Multicolumn Printing 


¢ To switch on multicolumn printing, press Gold CMND. Type 
MULTI and press RETURN. Type the number of columns and press 
RETURN. Type the column widths, if necessary, and press 
RETURN. Then press Gold CMND again to end the control com- 
mand. Adjust the text ruler to a smaller column width. 


¢ To switch off multicolumn printing, press Gold CMND, type 
MULTI, and press RETURN. Then press Gold CMND again. Adjust 
the text ruler to a wider column width. 


NOTE: Multicolumn printing only works if you have a letter quality printer 
with a form feed tractor. Draft printers cannot do multicolumn printing. 
Also, you cannot use an automatic sheet feeder (ASF) as the pages jam when 
the printer attempts to back up the paper. 


You cannot enter more than ten columns of text. 
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DECmate produces two types of multicolumn printing: 


e Simple multicolumn printing. All the text is printed in one long col- 


umn down to the end of the page. Then the printer backs up to the 
beginning of the next column and prints a second column. You can 
specify two or more columns. When all the columns on a page are 
printed, the printer goes to a new page and repeats the process. See 
Figure 10a. 


e Multicolumn tables (or tabular multicolumn printing). The printer 


types all of one entry in the first column, and backs up to the begin- 


ning of the next column. Then the printer types the first entry in 
the second column, and so on across the page. Then the printer 
returns to the first column below the first entry, and repeats the 
process across the page. The entries in each column can differ in 
length and width. See Figure 10b. 


NOTE: Use multicolumn printing only if your table contains paragraphs of 
text. Otherwise, use tab positions for tables with short (1-line) entries. 


You create multicolumn documents by inserting a control command in the 
document with the keyword MULTI. Multicolumn printing takes effect at 
the point where this control command appears. After the keyword MULTI, 
the second line specifies the number of columns. You can specify any num- 
ber from zero to ten. The third and following lines set column sizes. For 
example: 


keyvon —_—_—_———————"> MULTI 
n. of obo——_—_—_——_> 2 
lst col. width" 30 
2nd col. width 50 
wo ----------- END CONTROL--------------- 


The width of the text must suit the number and widths of the columns you 
defined in the MULTI command. If you use a ruler 40 characters wide and 
paper 8' inches wide, you can only define 2 columns. Otherwise, the third 
and following columns print off the edge of the paper. 


If you insert the MULTI command in the middle of a page, all the columns 
start at the level on the page where the command was inserted. When the 

printer reaches the end of a column, it goes to the top of the column where 
multicolumn printing was switched on. Your page looks like Figure 11a. 
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Pruning Vines 


Pruning--cutting off 
living parts of a 
grapevine-- is one 
of the most 
important practices 


in the culture of 
grapes. It is a 
complex and highly 
judgmental skill. 
It controls the 
amount of crop the 
vines will bear, and 
the quality of that 
crop. This in turn 
affects the wine 
which can be made 
from the grapes. 


Usually, vines are 
pruned to reduce the 
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the plant or because 
of particularly 
fertile soil. In 
such a case the 
vintner must resort 
to thinning. 
Thinning involves 
the removal of whole 
grape clusters from 
the vine before they 
are ripe. By 
sacrificing part of 
the crop, it is 
hoped that the 
quality of the 
remaining grapes 
will be improved. 
Sometimes as much as 
one half of a crop 
will have to be 
removed from an 
overproducing vine. 


How to Prune 


two buds for future 
growth. This 
ensures that future 
grapes will be of 
optimum quality. 


Each vine varies the 
number of spurs it 
is allowed. A 
Colombard might have 
up to 14, while a 
Chenin Blanc would 
have 12 and a 
Barbera 18. 


In general, the 
vines bearing larger 
grapes and grape 
clusters are left 
with fewer spurs, So 
aS not to tax them 
beyond their 
capacities. The 
vines bearing 
smaller grapes and 
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Abbreviation Meaning Explanation 


Cathode Ray Tube 


ae 5 ee 


col. 4 col. 5 


The cathode ray tube (CRT) is a 
vacuum tube similar to a television 
& tube. It is housed inside the 

terminal shell, with only the 
screen visible. Images are 
Projected by beaming cathode rays 
onto the screen. 


The keyboard is used to transmit 
information to the memory and the 
storage media. Such information is 

usually displayed on the CRT. The 
: keyboard may be separate from or 


7 col. 7 [| 


col. 8 


Keyboard (composed of 
several keypads) 


integrated with the terminal hody. 
There may be from two to four 
separate keypads, depending on the 
(rm terminal type. All have at least 
: an alpha keypad, containing letters 
and numbers, and a control keypad, 
= containing abbreviated command 


keys. 
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Figure 10 Simple and Tabular Multicolumn Printing 
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Figure 11 MULTI Command in Middle of Page ia 
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You can use additional MULTI control commands later in the document to 
end multicolumn printing, or change the number of columns or the width of 
each column. 


When DECmate encounters a new MULTI control command, it advances 
past the lowest line reached during the printing of the previous columns. 
DECmate prints any following text below the last line of the previous text. 
Your page looks like Figure 11b. 


Separating Columns 


When you print a document using multicolumn printing, you must have 
some way to separate the columns. Otherwise, the columns run into each 
other and are hard to read. 


There are three ways to separate multiple columns: 


1 Indenting the Left Margin. 


e To separate columns by indenting, adjust the ruler after entering 
the MULTI command. Place the cursor a few spaces in from the left 
end of the ruler, then press L. The columns are separated by a num- 
ber of spaces equal to the number of spaces between the left end of 
the ruler and the L. 


Example. The MULTI command and ruler shown below produce a docu- 

ment with three columns. Each column is twenty spaces wide. Each column 
has five empty spaces between it and the next column. The first column on 
the left has at least five empty spaces between it and the edge of the paper. 


Spee eee ee ee STORT CONTROL Sseeeeececreccteecee des. 
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2 Setting CM in the Print Menu. 


e To separate columns by setting the column margin, print the 


document. When the print menu appears, type CM, space, and then 


a number. Then finish printing the document. The columns are 
separated by a number of spaces equal to the number you entered 
after CM. 


Example. The MULTI command and ruler shown below produce a docu- 
ment with three columns. Each column is twenty spaces wide. If you print 
this document and enter CM 5 on the print menu, each column has five 
empty spaces between it and the next column. The first column on the left 
has no empty spaces between it and the edge of the paper, unless you put 
them in using the Print Margin (PM) setting on the Print Menu. 


a ietatcaieiakakatatetetetatataiatadatatede START CONTROL-~----------------------- 


. 20 spaces .... 


The third way is the only way that works for printing multicolumn tables. 


3 Setting the Column Width Wider than the Ruler. 


e To separate columns by setting the column widths, enter the 
width of each column when you create the MULTI command. Next, 
set the ruler to a width narrower than the width you listed in the 


MULTI command. The columns are separated by a number of spaces 
equal to the number listed in the MULTI command minus the num- 


ber of spaces in the ruler. 


Example. The MULTI command and ruler shown below produce a docu- 


ment with three columns. Each column is twenty spaces wide. Each column 


has five empty spaces between it and the next column. The first column on 
the left has no empty spaces between it and the edge of the paper, unless 
you put them in using the Print Margin (PM) setting on the Print Menu. 
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.. 20 spaces .... 


Using this method, you can print columns of different widths on the same 
page. Each column must start with a new ruler, showing the new width. 

Each width setting in the MULTI command must be larger than the width 
' of the ruler for that column. See the section on multicolumn tables for an 
example. 


Ending Columns 


DECmate prints the text in continuous columns, backing up to the top of 
‘the next column whenever it comes to the bottom of the page. To make 
DECmate start a new column before it reaches the bottom of the paper, 
insert a NEW PAGE mark. When DECmate reaches the NEW PAGE mark, 
the printer backs up to the top of the last column and begins the next 
column to the right of the last one. A NEW PAGE mark makes DECmate 
go to the next page only when all the columns for the last page have been 
printed. 


To find the correct column and page endings for simple multicolumn print- 
ing, use the Gold PAGE feature. Gold PAGE inserts a PAGE MARKER 
where each column ends. If you want to change the column ending, insert a 
NEW PAGE mark where needed. Then print the document as usual, using 
AP YES. (For more information on page-end marks, see Chapter 9.) 


NOTE: Until you are used to doing multicolumn printing, you should test 
your layout before final printing. Print a preliminary copy of your document 
to see if you have obtained the desired results. 
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Switch Off Multicolumns 


If you switch off multicolumn printing in the middle of a page, DECmate 
prints the single-column text beginning at the lowest point on the page that 
any of the columns reached. See Figure 11b. 


If you are using simple multicolumn printing, DECmate fills the first 
column on the page before going to the top of the next column. Turning off 
multicolumn printing after the first column is printed causes text to be 
printed on the next page. 


Besides switching off multicolumn printing, you must also change the ruler. 
The new ruler must reflect the full size width of the text. 


Multicolumn Tables 


Use of Multicolumn Tables. In Figure 5 (in Chapter 5), tab positions 
were used to create a simple table. Use tab positions for tables with short 
(1 or 2 lines) entries. However, when typing tables that contain paragraphs 
(word-wrapped text), use multicolumn printing. 


Tabular multicolumn printing lets you put different-length paragraphs in 
separate columns. The top line of each paragraph begins on the same line, 
although the paragraphs may end on different lines. Editing multicolumn 
tables is easier than editing tabbed text because DECmate rewraps the text 
as appropriate. 


Each row of a multicolumn table is a separate section of multicolumn text. 
You create the multicolumn table by putting many of these sections on the 
same page, one after the other. Figure 12 shows the order in which the 
entries of a multicolumn table are printed. 
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New Page —— 


— Start Control —— 
Multi 3 


—— End Control —— 


— NewPage —— 


Start Control —— 


t End Control —— 
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Text as if appears 
on the screen 


Text as if appears 
when printed 


1 
MK-01405-00 


Figure 12 Printing Order of a Multicolumn Table 
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e To create a multicolumn table: 


1 


Example. 


Type in a MULTI command and change the ruler; separate the 
columns by adjusting the column widths (the third method listed 
above under “Separating Columns”). 


Type in the first entry of the first row of the table. When you 
reach the end, press Gold NEW PAGE. 


Adjust the ruler to the width for the second column and type in 
the entry for the second column of the first row of the table. 
When you reach the end, press Gold NEW PAGE. Repeat this 
step until you have entered the entire first row of the table. 


Do not put a NEW PAGE mark after the last entry of the first 
row. Instead, shut off multicolumn printing; put in a MULTI 
command with no column number, or with 0 or 1 as the column 
number. 


Turn on multicolumn printing; type in a MULTI command 
exactly like the first one. (You can store the MULTI command 
in the paste area and copy it repeatedly using Gold PASTE.) 


Enter the next row of the table, just as you did the first. Adjust 
the ruler before each entry and put a NEW PAGE mark after 
each entry except the last one in the row. After the last entry of 
each row, type in a MULTI command with no column number, 
or with 0 or 1 as the column number. 


The MULTI commands and rulers shown below produce a 


multicolumn table. The first entry in each row is a paragraph ten spaces 
wide; the second entry in each row is a paragraph twenty spaces wide; the 
third entry is twenty-five spaces wide. There are five blank spaces between 
each column. You would repeat this MULTI command at the beginning of 
each row and use each ruler in turn at the beginning of each entry. 
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Sp Se eee Are cutee ei GTART CONTROL. wees eee ieee ete 
MULTI 
aaa) 3 
; 15 
25 
aaa 30 
iA dls ee anc ete rae END. “CONTROLeS2eceseesGeu see se esos 
eo eciec ote Peco taee ede aceasta tae te oe 
iy 10 spaces 
(Text of 1st entry) 
Te £SOreeeneree Sweet aeedens NEW PAGE --------------------------- 
ete leteoasecaes Picea ode cee Uoeetee ieee see seeded 
20 spaces 
(Text 2nd entry) 
piecureh nats airmen Seis eae NEW PAGE: aoccesteecset cuanto scons 
itnieseceasoeaanseeesesne PeceecicesteteseodenweateSdueoseecese 
.. 20 spaces ...... 
a (Text of 3rd entry) 
-SiGessnotarmeses a ieese START. CONTROL, Seovweonececeeucceues 
— MULTI 
Sete er a serene END ‘GCONTROLes2es-6oleetecee 
oe Blank Columns. If you have a blank column, that is, a column with no 


entry, just leave the column blank when you are typing. You then have two 
NEW PAGE marks, one on top of the other, with no text between them. 


Automatic Sheet Feeder Printing 


e To print on sheets from the front tray, press Gold CMND. Type 
PRINTER SELECT FRONT and press RETURN. Press Gold CMND 
again to end the control command. 


e To print on sheets from the rear tray, press Gold CMND. Type 


i PRINTER SELECT REAR and press RETURN. Press Gold CMND 
again to end the control command. 
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e To print the next page from the front tray and successive 
pages from the rear tray, press Gold CMND. Type PRINTER 
SELECT LETTERHEAD and press RETURN. Press Gold CMND 
again to end the control command. 


e To print on envelopes, press Gold CMND. Type PRINTER 
SELECT ENVELOPE and press RETURN. Press Gold CMND again 
to end the control command. 


If you have an automatic sheet feeder (ASF), paper can be fed from the front 
tray, the rear tray, or the envelope feeder. You can specify what tray or 
feeder to use by using the SE option on the Print Menu (see Chapter 11) 
and by inserting PRINTER SELECT control commands in your document as 
explained in this section. 


NOTE: Do not send a document that has an SE ENVELOPE Print Menu 
setting to a printer attached to a WS200 or WS80 word processing system. 
These word processing systems cannot print the document; the menu setting 
halts the entire system. 


PRINTER SELECT commands allow you to alternate paper tray selection 
throughout document printing. The document can be a standard document 
or a List Processing Form Document. For instance, you can use these com- 
mands on a mailing list application to have text print alternately on sta- 
tionery and envelopes throughout the list processing task. 


PRINTER SELECT commands always take effect at the next page break. 
They do not cause a page break at the point you enter them into the 
document. 


You can have PRINTER SELECT ENVELOPE commands in your document 
even if you do not have an ASF with an envelope feeder on your printer. 


e If you have an ASF with an envelope feeder, DECmate prints 
according to the document SE Print Menu setting (see Chapter 11, 
Set the Printer to Stop) until there is a PRINTER SELECT com- 
mand in the document. The PRINTER SELECT command overrides 
the SE Print Menu setting at the next page break. If the document 
begins with a PRINTER SELECT command, the command immedi- 
ately overrides the SE Print Menu setting. 
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For example, suppose the SE Print Menu setting is SE REAR. 
eal DECmate prints the document on paper from the rear tray until it 
comes to a PRINTER SELECT command. Suppose the first 
PRINTER SELECT command says FRONT. DECmate selects the 
— next sheet from the front tray. It continues using paper from the 
front tray until it comes to another PRINTER SELECT command or 
the end of the document. 


e If you have an ASF without an envelope feeder, or a draft 
printer or letter quality printer without an ASF, printing 

a depends on the original Print Menu SE setting and the PRINTER 

| SELECT commands in the document. 


If the document has both PRINTER SELECT ENVELOPE com- 
aia mands and other PRINTER SELECT commands (FRONT, REAR, 

LETTERHEAD or ALTERNATE), you must print the document in 

two passes. On one pass, DECmate prints pages; on the other pass, 
oon DECmate prints envelopes. 


For the page pass, set the Print Menu setting to SE FRONT, SE 

oom REAR, or SE LETTERHEAD. DECmate scrolls through the docu- 

| ment selecting only the nonenvelope pages and prints them from the 

appropriate tray if you have an ASF. For the envelope pass, set the 

anal Print Menu setting to SE ENVELOPE. If necessary, remove the 
sheet feeder. DECmate again scrolls through the document. This 
time it selects only the envelope pages and stops before each enve- 

om lope page prints. Hand feed an envelope into the printer and press R 
to resume printing. 


For example, suppose the SE Print Menu setting is SE FRONT and 


vo the document has PRINTER SELECT FRONT and PRINTER 
SELECT ENVELOPE commands. DECmate prints only the pages 
‘ad that are identified with a PRINTER SELECT FRONT command. 
_ It skips over pages in the document that are identified with a 
PRINTER SELECT ENVELOPE command. To print the envelope 
oa pages, you must reselect the document for printing, change the SE 


setting to SE ENVELOPE, and hand-feed the envelopes. 


e If you choose to hand feed all pages and envelopes in 
—_ sequence, use the Print Menu setting SE YES. When you enter the 
Stop Printer Menu (see Chapter 12) a message indicates whether to 
feed a front sheet, rear sheet, or envelope. 
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Draft Printer Conirol Commands 


If you have a draft printer, there are three PRINTER control commands you 
can use: 


e PRINTER PITCH 
e PRINTER CHRSET (Character Set) 
e PRINTER FONT 


Pitch 


e To change a pitch setting in a document, press Gold CMND, 
type PRINTER PITCH, type the desired pitch setting, press 
RETURN, and then press Gold CMND again. 


Pitch refers to the number of characters printed for each horizontal inch. 
You can also specify pitch on the Print Menu. DECmate prints text as speci- 
fied in the PI (pitch) Print Menu setting, until it comes to a PRINTER 
PITCH command. See Chapter 11, Pitch (PI). 


The PRINTER PITCH command applies for draft printers only. If the docu- 
ment prints on a letter quality printer, DECmate overrides all PRINTER 
PITCH commands and uses only the PI setting on the Print Menu. 


When you change the pitch in a document, the right margin also changes. 
Make sure you adjust the ruler to allow for these changes. For example, if 
you increase the pitch, you should lengthen the ruler. Unless you choose 
right margins that are multiples of the pitch setting, the printer cannot line 
up the right margin perfectly because of different spacing for characters. 


Table 13A lists valid pitch settings for draft printers printed with the set- 
ting DD DP. The printed pitch depends on which printer you are using. Use 
the table to determine what pitch to set to print a desired pitch. For 
instance, set printer pitch at 16 to print 16.5 pitch. 
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Table 13A Draft Printer Pitch Settings (DD DP) 


Printed Pitch 


Pitch 
Setting 
LA34 LA5O LA100 LA120 

5 5* 5 5 5 

6 6x 6 6 6 

7 7 6.6 6.6 
8 8x 8.25 8.25 8.25 
10 10 10 10 10 
12 12 12 12 12 
13 13.2 13.2 13.2 
16 16.5 16.5 16.5 16.5 


* Available on most LA34 printers. 


Do not use pitch settings other than those indicated above. It will cause 
unspecified results. 


NOTE: If you are using a draft printer in high-quality print mode (DD LQP) 
or using a font other than the basic font, your pitch selections may be more 
limited. See your printer user’s guide. 


Character Set 


e To change character sets in a document, press Gold CMND, type 
PRINTER CHRSET, type the identifier for the characters to be 
changed, type the code for the character set you want, press 
RETURN, and then press Gold CMND again. 


If you have a draft printer with multiple character sets, you can print a 
document using more than one character set. This might be used to print a 
document that shows text in more than one language, or to include the 
VT100 line drawing set or the DEC Multinational set in your printed text. 
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To change character sets within a document, type a control command into 
the document in the following format: 


PRINTER CHRSET (identifier) (character set code) 
pete ene Syne ee eae te END: CONT ROLestssaseteee ste oe setae 


Identifiers can be BOLD, NONBOLD, or NORMAL. The identifier specifies 
which text to print in the selected character set. BOLD and NONBOLD 
allow you to print a line of text in two different character sets. If you use 
BOLD, only the boldface text prints in the selected character set. If you use 
NONBOLD, only the nonboldface text prints in the selected character set. 
Use NORMAL to print all text (boldface and nonboldface) in the selected 
character set with boldface text printed in boldface type. Also use NORMAL 
to cancel a BOLD or NONBOLD identifier. 


NOTE: If you use the BOLD identifier, all text that is boldface on the screen 


will print in the selected character set, but in nonboldface print. To print both 


boldface and nonboldface text, use the NORMAL identifier. 


Character set codes are listed in Table 13B. 


Table 13B Character Set Codes 


Character 
Set Code Character Set 
B ASCII (United States) 
A Britain 
5 Finland 
R France 
9 French Canada 
K Germany 
Y Italy 
J JIS Roman 
I JIS Katakana 
6 Norway /Denmark 
Z Spain 
7 Sweden 
< DEC Multinational 
0 VT100 
“1 Symbol 10 


150 


4 


od 


Control Commands 


If you enter a PRINTER CHRSET control command in your document, the 
characters you type print as if they were typed on the keyboard used for the 
specified character set. The user’s guide for your printer has tables that 
show which keys to press to print a character. 


Examples. Suppose you want to print the word resumé in a line of ASCII 
text. Your keyboard does not have the é key. However, the French keyboard 
has the é key in place of the left brace key ({) on the ASCII keyboard. So to 
print the word resumé, type the following control command: 


Then type your sentence. Type a boldface { where the é appears: resum{. Do 
not use any other boldface text, unless you want that text to print in the 
French character set. To return to standard printing with both bold and 
nonbold ASCII text, type the following control command: 


Only the boldfaced text that appears between the two control commands 
prints in the French character set. Boldface text that follows the PRINTER 
CHRSET NORMAL B command will print in boldface. 


Now suppose you want to print an entire document with some text in ASCII 
characters and other text in Swedish characters. In this example, all text 
prints either boldface or nonboldface because bold and nonbold specify the 
character set to use. To print a document with both ASCII and Swedish 
characters, type the following control command: 


Type the ASCII text as you normally would. Type the Swedish text as if you 
had a Swedish keyboard. See your printer user’s guide for character equi- 
valances; compare the Swedish character set table with the ASCII character 
set table. Use BOLD to mark all Swedish text. Be sure all ASCII text is 
nonboldface, otherwise the printer prints the corresponding Swedish 
character. 
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If you want to print the entire document in the Swedish character set, type 
PRINTER CHRSET NORMAL H. This allows you to have both bold and 
nonbold characters in your document. Also, anytime both BOLD and 
NONBOLD specify the same character set, bolded text will be bolded when 
printed. 


NOTE: Some character sets do not have an underline character. Use under- 
line only if the nonbold character set has the underline character. 


Font 


e To change fonts in a document, press Gold CMND, type 
PRINTER FONT, type the identifier that names the characters to 
be changed, type the code for the font you want, press RETURN, 
and then press Gold CMND again. 


If you have a high-quality draft printer with fonts installed, you can print a 
document using more than one font when your printer is set in high-quality 
print mode (DD LQP). This might be used to print selected words in italics. 


To change fonts in a document, type a control command into the document 
in the following format: 


Si hirirtaraeesen-aoarabinenmareiy aig eoeurseercote OTGRY TOOTH neces 
PRINTER FONT (identifier) (font code) 
A A a PIG Ge eens eo ececoemencsmseemene 


Identifiers can be BOLD, NONBOLD, or NORMAL. The identifier specifies 
which text to print in the selected font. BOLD and NONBOLD allow you to 
print a line of text in two different fonts. If you use BOLD, only boldface 
text prints in the selected font. If you use NONBOLD, only nonboldface text 
prints in the selected font. Use NORMAL to print all text (boldface and non- 
boldface) in the selected font with boldface text printed in boldface type. 
Also use NORMAL to cancel a BOLD or NONBOLD identifier. 


NOTE: If you use the BOLD identifier, all text that is boldface on the screen 
will print in the selected font, but in nonboldface print. To print both bold- 
face and nonboldface text, use the NORMAL identifier. 


The font codes can be 1, 2, 3, 4, or 5. Fonts are interchangeable. See your 
printer user’s guide to determine how to change or install fonts, or to deter- 
mine what fonts are installed. However, not all fonts have all character 
sets. Make a test printout of your character set to ensure that all special 
character sets are available. 
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Examples. Suppose you want to print the word DIGITAL in italics in a 
line of ASCII text. On your printer, 1 is the font code for standard printing 
and 2 is the font code for italics. Therefore, type the following control 
command: 


PRINTER FONT BOLD 2 


Then type your sentence with the word DIGITAL in boldface. Do not use 
any other boldface text, unless you want that text to also print in italics. To 
return to standard printing with both bold and nonbold text in the standard 
print font, type the following control command: 


PRINTER FONT NORMAL 1 


Only the boldfaced text that appears between the two control commands 
prints in italics. Boldface text that follows the PRINTER FONT NORMAL 1 
command prints in boldface. 


Suppose you want to print the entire document in font 5. Then type 
PRINTER FONT NORMAL 5. This allows you to have both bold and non- 
bold characters in your document. 


Combining Font and Character Set Commands. If you want to combine 
the font and character set commands in a document, use the NORMAL and 
either BOLD or NONBOLD identifier. NORMAL must come first because it 
cancels all previous BOLD and NONBOLD commands. 


For instance, to print a document in the French character set with selected 
words in italics, type the following commands: 


PRINTER CHRSET NORMAL R 


PRINTER FONT BOLD 2 


When the document prints, all text prints in the French character set and 
text that is boldface on the screen prints in italics. (This example assumes 
that font 2 is italics.) 
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Printing a Document 


This chapter discusses: 


e How to print a document 

e Print Menu settings and how to change them 

e Shared printer switch 

e How to store and retrieve a stored print list 
Printers can be either letter quality printers or draft printers. You can use 
these printers with your DECmate system: 


LQP02 Letter quality printers 
LQPSE 


LA120 RA 

LA100 Draft printers 
LA50 

LA34 W 


Both letter quality printers can also use an automatic sheet feeder. 


If you use a shared printer switch (discussed later in this chapter), you can 
attach two printers. 
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Print a Document 


e To print a document, type P from the Main Menu, and press the 
space bar. Type the name or number of the document to be printed, 
and press RETURN. Make any necessary changes to the Print Menu 
settings. Type Y (or YES) and press RETURN. 


e To change a Print Menu setting, type the two-letter abbreviation 
from the Print Menu, and press the space bar. Type the new value 
for the setting, and then press RETURN. 


To make DECmate print a document, you must first go to the Print Menu. 
To do this, type P, or P and the document name, and press RETURN. 


If you do not enter the name of a document, DECmate prompts you for it. 
This prompt may show the name of the document you most recently filed or 
selected from the index. If you want to print this document, simply press 
RETURN. To print a document other than the selected document, type its 
name or number and then press RETURN. 


DECmate then displays the first page of the Print Menu. In all, there are 
three pages. 


Priority 


When you send a document to print, DECmate places the document in a list 
of documents waiting to print. This list can contain as many as eight docu- 
ments. DECmate prints all documents in the order they were submitted. If 
no other documents are in the list, DECmate starts printing your document 
immediately. 


As soon as you send a document to print, DECmate displays a printer busy 
message. This message appears on all menus as long as the printer still has 
documents to print. You can edit or create other documents on the same 
diskette while waiting for DECmate to print. However, you cannot run Sort 
or List Processing when the printer is busy. 
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Print Menu 


After you specify a document for printing, the Print Menu is displayed, 
showing the current print settings. You have three choices: 1) change any or 

peas all of the settings, 2) accept the settings and start printing, or 3) recall the 
Main Menu without printing. Some of these choices are only available from 
specific pages of the Print Menu. 


If you change any settings, you can still recall the Main Menu without 
printing. DECmate stores the changed print settings with each document. 


First Page 


rm, e To change a Print Menu setting, type the two-letter abbreviation 
when any page of the Print Menu is displayed. Then press the space 
bar, and type the new value for the setting. Press RETURN. 


e To start printing a document while the first page of the Print 
Menu is displayed, type Y (or YES) and press RETURN. 


_ The first page of the Print Menu shows the name of the document in ques- 
tion and some of its print settings. For example: 
- 1 is the number on the first Page 
_ Type Y or YES and press RETURN if you want these settings. DECmate 
at then recalls the Main Menu and starts printing the document. 
If you want to change some settings, type N or NO and press RETURN. 
oa DECmate displays the second page of the Print Menu. 


NOTE: If you already know how to change print settings, type the abbrevia- 
~ tion and the new value while the first page is displayed. Then type Y and 
press RETURN to start printing the document. 


All settings on the Print Menu are summarized later in this chapter. 
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second Page 


e To change a Print Menu setting, type the two-letter abbreviation 
when any page of the Print Menu is displayed. Then press the space 
bar, and type the new value of the setting. Press RETURN. 


e To see the second page of the Print Menu, type N (for NO) while 
the first page is displayed. Press RETURN. 


e To start printing a document while the Print Menu second 
page is displayed, type OK and press RETURN. 


The second page of the Print Menu again shows the document’s print 
settings and their abbreviations. This page also shows how to change the 
settings. For instance, the example setting for first page was the IP (initial 
page) setting. On the second Print Menu page you see: 


IP = Initial page number (IP 1) 
This shows that the number on the first page is one. 


To change any setting, type the two-letter abbreviation, and press the space 
bar. Type the new value for the setting, and then press RETURN. For 
example, you could type JP 5 and press RETURN. If you just type a setting, 
such as JP, and then press RETURN, DECmate prompts you for the infor- 
mation to type after the setting. 


To leave the second page of the Print Menu, type OK (or YES — both work) 
and press RETURN. DECmate recalls the Main Menu and starts printing 
the document. 


Press Gold MENU to recall the Main Menu without printing the document. 
Press RETURN to recall the first Print Menu page. 
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Third Page 


¢ To change a Print Menu setting, type the two-letter abbreviation 
when any page of the Print Menu is displayed. Then press the space 
bar, and type the new value of the setting. Press RETURN. 


e To see the third page of the Print Menu, type PL from the first 
or second page and press RETURN. 


e To start printing a document while the Print Menu third page 
is displayed, type OK or YES and press RETURN. 


One line on the second Print Menu page reads: 


PL = Show Page layout settings (Page size» margins, etc.) 


When you type PL and press RETURN, the third Print Menu page appears. 
This page displays a sketch of a printed page with the dimensions of the top 
margin, left margin, and so on. Like the second Print Menu page, it shows 
the abbreviations for these settings, so you can change them. 


You can change any print setting from any page of the Print Menu. But if 
the value only appears on the third page, check the value before you print 
the document. 

Pressing RETURN without typing a changed setting recalls the second page 
of the Print Menu. To print a document while the third page is displayed, 
type OK or YES and press RETURN. 

Press Gold MENU to recall the Main Menu without printing the document. 


All settings on the Print Menu are summarized in the next section of this 
chapter. 
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Setting 
Abbreviation 


AP 


BM 


CM 


CP 


DA 


DD 


EX 


FR 


Possible Values 


YES, Y, NO, and N. 


Any number between 0 
and 200. 


Any number between 0 
and 999. 


Any number between 1 
and 999. 


NORMAL, N, DARK, and 
D. 


LQP, when LQP printer is 
used. DP, when draft 
printer is used. HOST, 
when using communica- 
tions line. 


Any number between 0 
and 3. 


Any number between 0 
and 4095. 


Meaning 


Automatic pagination. AP YES 
makes DECmate break the docu- 
ment into pages while printing it. 
AP NO makes DECmate use the 
page breaks specified by page-end 
marks in the document. See 
Chapter 9. 


Bottom margin. The number of 
lines between the last line of text 
and the bottom of the paper. 
Footers in the bottom margin are 
discussed in Chapter 10. 


Column margin. The number of 
spaces added between multiple 
columns. See Chapter 10, Simple 
Multicolumn Printing. 


Number of printed copies to be 
produced. Each time Print Menu 
is invoked, CP is reset to 1. 


Darkness of print. DA NORMAL 
makes DECmate strike each 
character one time; bolded char- 
acters are struck two times. DA 
DARK makes DECmate strike 
each character an extra time. 


Document destination. The name 
of the device to which the docu- 
ment will be sent. 


Extra spacing. The number of 
additional half-lines added 
between printed lines. 


FROM: First page to be printed. 
Each time Print Menu is invoked, 
FR is reset to 1. 


(continued) 
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setting 
Abbreviation 


IP 


PI 


PL 


PM 


PS 


R2 


SE 


Possible Values 


Any number between 0 
and 4095. 


Usually 10 or 12. See text 
for other values. 


Typing PL displays the 
third Print Menu page. 


Any number between 0 
and 999. 


Any number between 1 
and 128 for LQP printers; 
and between 1 and 200 for 
draft printers. 


Any number between 0 
and 9. 


Any character from the 
main keyboard. 


Any character from the 
main keyboard. 


YES, Y, NO, N, FIRST 
and F. With automatic 
sheet feeder, also FRONT, 
FR, REAR, R, LETTER- 
HEAD, L, ENVELOPE, 
and ENV. 
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Meaning 


Initial page number. The number 
at which DECmate begins 
numbering pages. For the \p ex- 
pression, see Chapter 10, Print 
the Date and Page Number. 


Pitch. The number of characters 
per inch. 


Page layout. Not a setting, but an 
option that displays the third 
page of the Print Menu. 


Print margin. The number of 
spaces added to the left of each 
line. 


Page size. The number of lines 
per page. See Chapter 9, Text 
Size. Use PS 66 for 11-inch paper; 
use PS 84 for 14-inch paper. (6 
lines = 1 inch) 


Retrieve stored print settings. 


Replacement character for extra 
printwheel character 95. 


Replacement character for extra 
printwheel character 96. 


Stop every page (usually to insert 
special paper). SE YES stops the 
printer; SE NO does not stop the 
printer. SE FIRST stops only at 
the start of the first page printed. 
When used with automatic sheet 
feeder (ASF), SE FRONT feeds 
paper from the front tray; SE 
REAR feeds paper from the rear 
tray. SE LETTERHEAD feeds the 
first sheet of paper from the front 
tray and all other sheets from the 
rear tray. SE ENVELOPE feeds 
paper from the envelope feeder. 


(continued) 
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Setting 
Abbreviation 


SP 


SS 


TO 


TM 


TW 


Possible Values 


YES, Y, NO, and N. 


Any number between 0 
and 9. 


Any number between 0 
and 4095. 


Any number between 0 
and 200. 


YES, Y, NO, and N. 


CP, Fr, and TO Settings 


Meaning 


Shadow Print. Overprints a 
bolded character on itself, with 
1/120” separation, so it appears 
extra bold. 


Save stored print settings. 


TO: Last page to be printed. Each 
time Print Menu is invoked, TO 
is reset to 0. 


Top margin. The number of lines 
from the top line of the paper to 
the first line of the text. Headers 
in the top margin are discussed 
in Chapter 10. 


Two wheels. TW NO uses one 
printwheel. TW YES allows two 
to be used, to produce a document 
with two different type styles. 


Each time you call up the Print Menu, DECmate resets these three settings 
to their standard values: 


CP 1 
FR 1 
TO 0 


CP determines how many copies of the document are printed. 


FR determines the first page to be printed. 
TO determines the last page to be printed. 
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The standard settings tell DECmate to start at the first page (FR 1) and 
print the entire document. The setting TO 0 makes DECmate print to end of 
document, since DECmate never finds a page number 0. CP 1 indicates 
print one copy of the document. 


If you change these values, they take effect only for the current print 
operation. If you print the document again, the values return to CP 1, FR 1, 
TO 0. 


You must follow FR and TO by a page number between 0 and 4095. 
DECmate assigns a number to each page and begins printing when it 
encounters a page number the same or greater than FR. DECmate ends the 
printed copy when it encounters a page number the same as TO. 


Printing selected pages using the FR and TO settings depends on page 
numbering. The first printed page gets the value of the IP (initial page) 
Print Menu setting. (The IP setting is discussed further in the next section, 
Print Procedures Settings.) For instance, assume IP is set to 22, so that the 
first page is numbered 22. FR 24 omits printing the first two pages and 
starts with the third page (page number 24). Then, the setting TO 30 prints 
a total of seven pages — the seven pages numbered from 24 through 30. 


The standard CP setting is 1, which tells DECmate to print a single copy of 
the document. CP 2 tells DECmate to print the document twice. If you spec- 
ify only part of a document using the FR and TO settings, that portion is 
printed twice. 


For example, to print three copies of the first four pages of a 10-page docu- 
ment, use the settings: CP 3, FR 1, TO 4. DECmate prints pages 1 to 4 once, 
then prints them again two more times. 


For information on saving changed CP, FR and TO settings, see Saving | 
Print Settings, later in this chapter. 
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Determine FR 


Use the following formula to determine the correct FR setting when IP is 
not set to 0. 


FR =n+IP-1 


The n refers to the nth page. In the example discussed earlier, IP = 22 and 
page 24 is the third page. Thus, n = 3. Use the numbers in the formula to 
get the correct FR setting: 


FR = 34+ 22-1 
FR = 24 


Restrictions 


You do not have to number the pages in a document consecutively. For 
more information on page numbering, see Chapter 10, Reset the Page 
Count. However, you should keep these points in mind: 


e When DECmate acts on the FR and TO settings, it uses page 
numbers based on the IP setting. If you set IP to 10 and FR to 11, 
DECmate starts printing from the second page of the document, 
numbered 11. If you set IP to 10 and FR to 5, DECmate starts print- 
ing from the first page, numbered 10. 


e The RESET control command always resets page numbers to the IP 
(initial page number) setting, unless told otherwise. 


e =6If you follow the RESET keyword by a space and a number, that 
number always overrides the IP setting. 


Keep in mind that the Print Menu FR and TO settings operate differently if 
your document contains a RESET control command. The RESET control 
command is often used to number pages 1-1, 1-2, and so on, for Chapter or 
Section 1, and 2-1, 2-2, and so on, for Chapter or Section 2. 


If you want to print specific pages of a document that uses RESET control 
commands, consider putting each chapter or section in a separate document. 
Then print the necessary pages using the FR and TO Print Menu settings. 
Otherwise, you may get extra pages. 
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Print Procedures Settings 
Nine settings control printing: 
e AP - Automatic pagination 
e IP -— Initial page number 
e DD - Document destination 
e DA — Darkness of print 
e SP — Shadow printing 
e SE — Stop the printer at the top of every page 
e TW - Use two print wheels to print the document 


e R1 and R2- Replacement characters 1 and 2 for extra printwheel 
characters 


Automatic Pagination (AP) 


AP stands for automatic pagination. 


When printing a document: 


AP YES or Y _ switches ON automatic pagination 


AP NO or N switches OFF automatic pagination. Use this setting if 
you manually paginate your document or use automatic 
Gold PAGE. 


AP YES tells DECmate to go to the top of the next page after printing a 

specified number of lines on a page. The size of the page (number of lines 
printed) is determined by the current text size (CT) setting on the Editor 
Menu. Specifying the current text size is discussed in Chapter 9. 


AP YES turns automatic pagination on; AP NO turns it off. You must 
insert page-end marks in your document if you use AP NO. | 
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If you use AP NO, and the document is more than one page, DECmate 
prints the text continuously until it encounters a NEW PAGE mark. If the 
printer reaches the bottom of the paper without finding a NEW PAGE 
mark, it goes on printing. If single sheets are used, the printer prints on the 
roller (platen). If continuous-form paper is used, the printer prints across 
the perforation and onto the next sheet. 


Initial Page Number (IP) 


IP stands for initial page number. 


The initial page number is the number DECmate uses to begin numbering 
pages. DECmate assigns this number to the first page of the document and 
increases this number by one for each page. The page number is printed if 
you have a \p command. See Chapter 10 for information on the \p command. 


IP is followed by a number; the standard value is IP 1. The first printed 
page is assigned the value of the IP (initial page) Print Menu setting. Sup- 
pose you typed a large report as three DECmate documents. The first docu- 
ment might contain pages 1-10, the second might contain 11-25, and the 
third might contain pages 26 on. You should set the second document to IP 
11, and the third document to IP 26. 


For instance, assume IP is set to 11, so that the first page is numbered 11. 
FR 13 omits printing the first two pages and starts the printed copy with 
the third page (page number 13). Then, the setting TO 19 prints a total of 
seven pages — the seven pages numbered from 13 to 19, inclusive. (The FR 
and TO settings are discussed earlier in this chapter under One-Time 
Settings.) 


Document Destination (DD) 


DD stands for document destination. 


The Print Menu setting DD tells DECmate which printer should print the 
document. The acceptable values are: 


e DD DP - sending the document to a draft printer (LA 34, LA 50, 


LA100, or LA120), to get a draft copy of the document at high speed. 


e DD LQP - sending the document to a letter quality printer (LQPSE 
or LQP02), to get a high-quality copy of the document. 
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e DD HOST — sending the document through the communication line 
to another computer to which DECmate is connected or to an auto- 
matic device such as a phototypesetter. DD HOST gives you the 
same abilities and restrictions as DD DP. 


You can also use the DD LQP setting for the LA50 and LA100 draft 
printers. This produces a higher-quality printing, but at a slower speed. 
However, the LA50 and LA100 cannot print superscripts, subscripts, 
multicolumn, replacement characters, or shadow printing. You need a letter 
quality printer for these functions. 


Print Extra Dark (DA) 


DA stands for darkness of print. 


You can use the DA (darkness) setting to produce darker printing in a 
printed document. In its standard setting, DA NORMAL, the printer strikes 
the paper once for each regular character, and twice for bolded characters. 


If you set DA to DARK, then DECmate types each character an extra time 
(in the same position on the paper) before moving on to the next character. 
Nonbolded characters are typed twice; bolded characters are typed three 
times. Shadow printed characters are printed four times. 


NOTE: Do not use DA DARK often. Printing with DA DARK can cause your 
platen to wear excessively, so that it has to be replaced. 


Shadow Printing (SP) 


SP stands for shadow printing. You can print bolded text extra dark by 
shadow printing. Text printed using shadow printing appears more bold 
than bolded type that is printed twice. 


The SP setting on the second page of the Print Menu sets shadow printing 
for all bolded text. Shadow printing prints the character twice with a hori- 
zontal separation of 1/120 in. The effect is a superbolded character. When 
the SP setting is set to YES, all text normally printed bolded is printed 
using shadow printing instead. For information on bolding text, see Chapter 
6, Bold Text. 


Restrictions. Shadow printing only takes effect if you have an LQP02 letter 
quality printer as part of your DECmate system. 
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Set the Printer to Stop (SE) 


SE makes the printer stop at certain points or use the automatic sheet 
feeder in a specific way. 


The Print Menu setting SE (stop every page) sets DECmate to stop printing 
at certain times during a document. For instance, if you wanted a particular 
document printed on special paper, DECmate should stop the printer at the 
start of that document to let you insert the special paper. Or perhaps you 
wanted to print a document on letterhead or separate sheets of paper. Then 
DECmate should stop the printer at the top of every page to let you insert a 
new sheet of paper. 


After printing a document, the SE setting remains as selected. It does not 
change back to SE NO. 


If you are using an automatic sheet feeder (ASF), SE Print Menu settings 
let you tell the printer which paper tray to use. If you do not have an ASF 
or your ASF does not have an envelope feeder, you can control page selec- 
tion by using SE Print Menu settings in combination with PRINTER 
SELECT control commands (see Table 13C and also Chapter 10). Envelopes 
and pages then print on separate passes. 


If you are printing a document on a printer attached to a WS200 or WS80 
word processing system, do not use the SE ENVELOPE Print Menu setting. 
SE ENVELOPE on the Print Menu stops these systems. 


The Print Menu SE setting allows these values: 


No (also SE N) DECmate prints the whole document without 
stopping. If you are using an ASF, this command has the 
same effect as SE FRONT, unless overridden by PRINTER 
SELECT commands in the document (see Table 13C). This is 
the standard SE setting for the Print Menu. 


Yes (also SE Y) Stops the printer at the top of every page. Use 
this command to feed sheets and envelopes by hand. 


First (also SE F) Stops the printer before printing the first page 
selected to print (the FROM setting). After a Resume (R) com- 
mand, the document prints from the front tray without stop- 
ping. Use this command with an ASF if you want to change 
paper before printing starts. 
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(also SE FR) Tells the printer to use paper from the front 
tray. If there is no ASF attached or if the document contains 
PRINTER SELECT commands, see Table 13C. 


(also SE R) Tells the printer to use paper from the rear tray. 
If there is no ASF attached or if the document contains 
PRINTER SELECT commands, see Table 13C. 


(also SE L — formerly SE ALTERNATE) Tells the printer to 
use paper from the front tray for the first sheet, then use 
paper from the rear tray for the remaining sheets. If there 
is no ASF attached or if the document contains PRINTER 
SELECT commands, see Table 13C. 


(also SE ENV) Tells the printer to use paper from the enve- 
lope feeder. If your ASF does not have an envelope feeder, 
DECmate stops the printer at the top of each envelope page so 
you can hand-feed an envelope. If there is no ASF attached or 
if the document contains PRINTER SELECT commands, see 
Table 13C. If you are printing a document on a printer 
attached to a WS80 or WS200 DIGITAL word processing sys- 
tem, change the SE ENVELOPE setting to another SE setting 
before printing the document to avoid stopping the system. 


Page Selection Printing. You can also insert the page selection commands 
(FRONT, REAR, LETTERHEAD, and ENVELOPE) in the document text using 
a PRINTER SELECT command. Use PRINTER SELECT commands if you want 
greater control on paper tray selection throughout document printing. For in- 
stance, if your document contains several letters and envelope addresses, 
PRINTER SELECT commands tell the printer when to feed paper from the 
front tray and when to feed envelopes. If you do not have an envelope feeder or 
an ASF’, you can print envelopes in a separate pass. 


When using SE Print Menu settings with PRINTER SELECT commands, the 
pages that print depend on: 


e SE Print Menu setting 
e PRINTER SELECT commands 
e Type of automatic sheet feeder Gf any) 
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Table 18C summarizes how a document prints when SE Print Menu settings 
are used with PRINTER SELECT commands. Each entry in the table 
assumes there is one or more PRINTER SELECT commands (SE FRONT, SE 
REAR, SE LETTERHEAD, and SE ENVELOPE) in the document. 


Table 13C 


SE 
Print Menu 
Setting 


No 


Yes 


First 
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Printer with ASF 
and Envelope 
Feeder (ASFO2) 


Prints all pages in 
sequence from trays 
specified in Printer 
Select commands. 


Prints all pages in 
sequence, but stops 
before each page 
prints. Message on 
Stop Printer Menu 
tells you what page 
(Front, Rear, or 
Envelope) to hand- 
feed. 


Prints all pages in 
sequence from trays 
specified in Printer 
Select commands, but 
stops before printing 
first page. 


Prints all pages 
(including envelope 
pages) in sequence 
from trays specified in 
Printer Select 
commands. 


Printer with ASF, 
but without 
Envelope Feeder 
(LQPXX-AC) 


Prints Rear pages 
from rear tray; Front 
and Envelope pages 
from front tray. Feeds 
paper, not envelopes, 
for envelope pages. 


Prints all pages in 
sequence, but stops 
before each page 
prints. Message on 
Stop Printer Menu 
tells you what page 
(Front, Rear, or 
Envelope) to hand- 
feed. 


Prints all pages in 
sequence (non- 
envelope pages from 
the appropriate tray 
and envelope pages on 
paper from front 
tray). Stops before 
printing first page. 


Prints nonenvelope 
pages in sequence 
from appropriate trays 
specified in Printer 
Select commands. 
Does not print 
envelope pages. 


Printer without ASF 


Prints all pages in 
sequence without 
stopping. 


Prints all pages in 
sequence, but stops 
before each page 
prints. Message on 
Stop Printer Menu 
tells you what page 
(Front, Rear, or 
Envelope) to hand- 
feed. 


Prints all pages in 

sequence, but stops 
before printing first 
page. 


Prints nonenvelope 
pages in sequence. 
Does not print 
envelope pages. 
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Table 13C Page Selection Printing (Cont.) 


Printer with ASF, 


SE Printer with ASF but without 
Print Menu and Envelope Envelope Feeder 
Setting Feeder (ASF02) (LQPXX-AC) Printer without ASF 
Envelope Prints all pages Prints only pages Prints only pages 
(including non- identified as Envelope __ identified as 
envelope pages) in in Printer Select Envelope in Printer 
sequence from trays commands. Printer Select commands. 
specified in Printer stops before each Printer stops before 
Select commands. envelope page to each envelope page 
allow you to hand- to allow you to 
feed envelopes. hand-feed envelopes. 


To resume printing after the printer stops, type R (Resume) from the Stop 
Printer Menu, Main Menu, or Editor Menu, then press RETURN. 


For more information: 


e Chapter 10 explains how to insert PRINTER SELECT control 
commands 


e Chapter 12 explains how to stop and resume printing 
e Your ASF user’s manual explains how to use your ASF 


Use Two Printwheels (TW) 


TW determines whether a document is printed with one printwheel or two. 
This setting has no effect on a draft printer. 


The printwheel determines the type style. You can mix type styles in a 
document by using two printwheels and the TW setting. 


TW NO (the standard value) tells DECmate to print the entire document 
using the same printwheel (type style). TW YES means that you use two 
type styles (two printwheels) in the document. In such a document, you 
mark the text that is to appear in the alternate type style by bolding it. For 
information on bolding text, see Chapter 6. 
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When printing a document under TW YES, DECmate prints just the 
medium (nonbolded) text first. It leaves space where the bolded text goes. 
As DECmate reaches the end of the document, the beeper sounds several 
times, and a printer stopped message appears in any menu currently 
displayed. | 


Install the second printwheel and roll the paper back. (Refer to the user 
manual for your printer for information on changing the printwheel.) Posi- 
tion the top of the first page exactly as it was when DECmate began print- 
ing the document. Type R and press RETURN to resume printing. On this 
second pass, DECmate prints only the missing text in the spaces previously 
left empty. The text printed in the second pass is not bolded. At the end of 
the second pass, DECmate sounds the beeper, and a printer stopped message 
appears in any menu currently displayed. You can change the printwheel 
back again, if you wish. 


DECmate does not let you do anything else to the document until you press 
R (to resume printing) or S (to cancel printing). 


e If you decide not to print the second pass of the document, type S 
and press RETURN to cancel the document. 


e If DECmate has printed both passes of the document and no other 
documents are waiting to print, type S and press RETURN to 
cancel the document in the print list (queue). This also advances the 


paper. 


e If DECmate has printed both passes of the document and other 
documents are waiting to print, type R and press RETURN to 
resume printing the next document. 


When TW is set to YES, you cannot tell DECmate to print bolded text as 
bolded instead of using the second printwheel. All bolded text in the docu- 
ment is printed in medium type using the second printwheel. 


DECmate cannot tell which printwheel is in the printer. The TW setting 
only gives you the chance to change printwheels and roll the paper back to 
the top of the document. If you do not change printwheels and press R 
RETURN, DECmate prints the entire document in a single type style, 
nonbolded. 


NOTE: If you set SE YES and TW YES, you must type R and press 
RETURN twice. The first R tells the printer to move to the first page. The 
second R resumes the print operation. 
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To change the printwheel for an entire document, set the document to SE 
FIRST, to stop at the start of the document. The SE FIRST setting is 
described in the previous section. Refer to the user manual for your printer 
for information on changing the printwheel. 


Replacement Characters (Ri and R2) 


R1 and R2 define replacement characters. These characters are substituted 
for other characters in the document during printing. These settings have 
no effect on a draft printer. 


In all, there are 94 visible characters that you can use in a document. These 
include uppercase letters, lowercase letters, numerals, and symbols. The 
printwheel contains 96 characters. The two extra characters depend on the 
printwheel you are using. For instance, one printwheel might have the 
extra characters £ and +. 


You cannot type these extra characters into a document, but you can use 
the Rl and R2 settings to print them. 


A document’s R1 and R2 print settings tell DECmate that when it finds cer- 
tain characters in the document, it must substitute the extra characters 
from the printwheel. 


For example, to print a financial report using pounds, choose a printwheel 

that has £ (the pound symbol for British currency) in one of its extra char- 
acter positions. Then pick a character that never occurs in the report itself, 
such as #. Type # in the document where you want DECmate to use £: 


Total U.K. Budget #40,000 


To make DECmate use the £ instead of the #, use the Print Menu to set the 
appropriate replacement character to £. If the £ is character 95 (R1), then 


type: 
Ri # 
The R2 setting likewise lets you choose a character to stand for the second 


extra character on the printwheel. You can use either R1 or R2 or both at 
the same time. 


If you type more than one character for a setting, for example, R1 /@, only 
the first character / is accepted. 
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The first time you call up the Print Menu for a document, R1 and R2 have 
no values. To use a replacment character, you must give the R1 and R2 
settings a value. Type R1 or R2, the character to be replaced, and press 
RETURN. To erase a replacement character’s value, just type R1 or R2 and 
press RETURN. 


Page Layout Settings 


PL is not a setting but a command to DECmate to show the current page 
layout settings. Typing PL and pressing RETURN displays the third Print 
Menu page. 


The third Print Menu page shows a diagram of a page, divided into regions. 
Each region is labeled with a Print Menu setting: its abbreviation and its 
current value. 


The page layout settings control: 


e Top and bottom margins 

e §6Page size 

e Pitch (characters per inch) 

e Page and column margins 

e Extra spaces between lines 
To change any setting, follow the same procedure as with the other Print 
Menu pages. Type its two-character abbreviation, press the space bar, type 
the new value, and then press RETURN. If you remember the abbreviation 


for a print setting, you can change that setting regardless of which Print 
Menu page is showing. 


Pressing RETURN when the third page is displayed recalls the second page 
of the Print Menu. 


Vertical Layout (BM, TM, PS) 


BM defines the number of lines in the bottom margin. 
TM defines the number of lines in the top margin. 


PS stands for page size, including top and bottom margins. 
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The BM, PS, and TM settings control the vertical layout of pages. The CT 
nom setting, which is on the Editor Menu, but not on the Print Menu, is related 
| to these settings. 


The PS (Page Size) setting should reflect the physical size of the paper you 


ae are using. (If you are using continuous-form paper, the page size is the dis- 
tance from one horizontal perforation to the next.) The value of PS is in 
terms of lines. There are six (6) lines per vertical inch. Common settings 

ia are: 
PS 66 for 11-inch (standard size) paper 

pane PS 84 for 14-inch (legal size) paper 


The TM (Top Margin) and BM (Bottom Margin) settings dictate the size of 
ram the margins on each page. They are also set in terms of lines. To make 
| DECmate put a one-inch margin at the top and bottom of each page, set the 
document to: 


rom ™ 6 
a BM G 
[nm The TM and BM settings should create margins large enough for any 


headers or footers used. The TOP and BOTTOM control commands define 
the text for the headers and footers. For more information on control com- 
rem mands, see Chapter 10. 


Document text is printed in the region between the top and bottom margin. 
am The size of this area is the number of lines on the page minus the lines in 
_ the top and bottom margins. Using 11-inch paper with one-inch margins, 

the text area would contain 54 lines, or 9 inches. 


i PS - TM - BM = CT 


66 - G6 - G6 = 34 


The Editor Menu setting CT (Current Text size) should therefore be set 
to 54. 


NOTE: The CT setting must be at least 1 line (CT 1). 


Page Size and Settings. The BM, TM, and CT settings must always total 
rm the PS setting. For example, change the TM setting to 12, for a two-inch top 
margin. You now have eight inches (48 lines) of text left. 


pre 175 


Printing a Document 


Before paginating and printing the document, you must change CT 54 to CT 
48 on the Editor Menu. Otherwise, the text prints across the perforations or 
off the bottom of a single sheet. 


Under automatic pagination (AP YES), the CT setting does not matter. 
DECmate puts as many lines of text on each page as will fit. While printing 
the document, it determines the size of the text area from the print settings 
BM, PS, and TM as shown above. 


Pitch (Pl) 


PI stands for pitch, the number of characters printed for each horizontal 
inch. The commonly used PI settings for letter quality printers are: 


PI 10 
PI 12 
PI THEME 


DECmate accepts any pitch setting from 1 to 25. However, some pitch 
settings, such as PI 16, are not exact when printed. You may have to select 
a lower or higher pitch setting to get an exact pitch. 


When using a letter quality printer, pitch depends on the printwheel used. 
Most printwheels are designed to print either 10 or 12 characters for each 
horizontal inch. Usually, a number 10 or 12 appears on the printwheel. Set 
the pitch to match the printwheel you are using. 


You can also use a proportional spacing (THEME) printwheel on your letter 
quality printer. Then, rather than assign a fixed amount of horizontal space 
(1/10 or 1/12 inch) to each character, DECmate gives each character as 
much space as it needs. Narrow characters such as i use less space than 
wide characters such as m. To make DECmate take advantage of this abil- 
ity, set the document to PI THEME and use a THEME printwheel. 


If the PI setting does not match the printwheel, you may have to change 
printwheels before printing the document. To make DECmate stop the 
printer before starting that document, set the document to SE FIRST. See 
Set the Printer to Stop, earlier in this chapter. 
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The commonly used pitch settings for draft printers are: 


PI 3 
PI 6 
PI 7 
PI 8 
PI 10 
PI 12 
PI 13 
PI i6 


If using a draft printer, you can also set pitch settings using a PRINTER 
PITCH control command (see Chapter 10, Pitch). If you are using a draft 
printer in high-quality printing mode (DD LQP) or in a font other than the 
base font, your pitch selections may be more limited. See your printer user’s 


guide. 


Effects of Pitch. If you set PI to a value greater than the pitch of the 
‘printwheel, DECmate prints the characters more closely together. If you set 
PI to a lower number, DECmate spreads the characters out. Therefore, you 
may need to adjust the right margin in the document ruler if you change 

pitch. 


If you set PI to THEME and do not use a proportional spacing (THEME) 
printwheel, your document prints out as nonsense. 


If you set the pitch to fit more characters in an inch, it does not mean that 
each line contains more text. The rulers in your document determine where 
the lines break. Instead, the entire line is compressed on the paper. In 
effect, one position in the ruler now corresponds to less physical space on 
the paper. 


When there is a J in the ruler, DECmate justifies lines (aligns the end of 
the line with the ends of other lines) by adding spaces between words. 
Because of this, fewer characters from the document may be printed in an 
inch than the value of PI. 


NOTE: If you are printing a wide document, you must set the PI setting to PI 
12. Even if you use a PI 10 printwheel, you must set PI 12. Otherwise, the 
text does not fit on the page. You may get a printer malfunction message (see 
Chapter 12, Status Messages). 
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Adding Horizontal Space (PM, CM) 


PM stands for the number of spaces in the left margin. 
CM sets the number of spaces between columns. 


The PM (Print Margin) setting makes DECmate insert spaces at the start of 
every line. This moves the entire line to the right on the paper. 


A setting of PM 0 makes DECmate use the leftmost printable position on 

the paper. This position matches column 1 of the document’s ruler. A non- 
zero setting of PM prevents the left side of the text from running into the 

left edge of the paper. Higher values of PM move the entire document fur- 
ther to the right. 


Each number in the PM setting is one character position. PM 5 indents the 
document five characters. The distance moved depends on the pitch. If the 
document has PI 10, then PM 10 moves the document one inch to the right. 
If the document has PI 12, then PM 12 moves the document one inch to the 
right. 


The CM (Column Margin) setting makes DECmate insert spaces between 
columns. The CM setting only takes effect when a MULTI control command 
in the document tells DECmate to print the text in several columns. (Chap- 
ter 10 discusses multicolumn printing.) 


CM is also set in terms of characters; CM 5 indents the column five charac- 
ters. The amount of space inserted depends on the pitch. A nonzero setting 
of CM prevents the edges of columns from running into each other. 


Adding Vertical Space (EX) 


EX adds vertical space between lines when a document is printed. You must 
follow EX by the number of half-lines to add. There are four valid settings: 


EX 0 Add no extra spacing; print in accordance with rulers. 
EX 1 Add 1 extra half-line between each line of text. 

EX 2 Add 2 extra half-lines between each line of text. 

EX 3 Add 3 extra half-lines between each line of text. 


NOTE: Draft printers have a fixed spacing between lines. The EX setting for 
half-line spacing has no effect on a document printed on a draft printer. The 
printer reverts to full line spacing. 
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EX adds space beyond that specified by the document’s rulers. The left mar- 
gin character in the ruler determines what type of spacing is used in that 
portion of the document: 


F half-line spacing Each line uses 1 half-line of space on 
the paper. 
L single spacing Each line uses 2 half-lines. 


(normal left margin) 
N space-and-a-half Each line uses 3 half-lines. 
D double spacing Each line uses 4 half-lines. 


The EX setting and the rulers combine to produce the spacing in the printed 
document. For instance, if a document had L in its rulers, DECmate would 
normally print it single spaced. Setting EX 2 would produce a double-spaced 
copy of the document, since each text line from the document would be 
printed using four half-lines, two lines, of paper. EX 2 would make 
DECmate print a double-spaced document (D in its rulers) triple spaced. 


Use rulers to give DECmate permanent spacing information. Use the EX 
setting to add extra space temporarily. For example, use the EX setting to 
print a double-spaced draft copy of a document. When you need final copies, 
you can just change the EX setting back again. 


Restrictions 


In manual pagination and automatic Gold PAGE, DECmate counts lines 
and inserts PAGE MARKERs in the document. The CT setting tells 
DECmate how many lines to count. If CT is 54 but the ruler has a D, indi- 
cating double-spacing, DECmate knows that only 27 lines from the docu- 
ment fit on the page, and inserts PAGE MARKERs every 27 lines. 


However, DECmate does not account for extra space added by the EX set- 
ting. So when you use EX, either: (1) use automatic pagination (AP YES); 
or (2) repaginate the document, adjusting the CT setting to account for the 
EX setting. For instance, when adding two (2) half-lines between each line 
(EX 2), use a value of CT half as large as usual. 
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Saving Print Settings (SS, RS) 


e To store Print Menu settings, type SS when the Print Menu is 
displayed, and press the space bar. Type the number under which 
you want to store the settings, and press RETURN. 


e To retrieve stored Print Menu settings (set print settings to a 
group of stored values), type RS, and press the space bar. Type the 
number of the stored settings, and press RETURN. 


SS stores a group of print settings. 
RS retrieves stored print settings and applies them to the current document. 


When you are looking at the Print Menu, you can store a set of print 
settings for later use in another document. Or you can retrieve a group of 
stored settings. The procedure is similar to storing a ruler for later use (dis- 
cussed in Chapter 5). 


The number keys 0-9 give you ten stored print settings. Keep some of your 
ten numbers available for multiple operations such as this one: 


e To give document A the same settings as document B, first tell 
DECmate to print document B. When DECmate displays the Print 
Menu, use SS to store document B’s settings under a number you 
are not using for a stored print setting. Now press Gold MENU to 
recall the Main Menu without printing. Tell DECmate to print docu- 
ment A. When DECmate displays the Print Menu, use RS to recall 
the settings you stored a moment ago. Document A’s settings are 
now changed. 


store Settings 


The SS option is a command that stores print settings. You must follow SS 
by a space and a number from 0 to 9. That group of print settings is stored 
on the system diskette under the number you indicate. The values shown in 
the Print Menu are also stored with the document. 
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For instance, if you use SS to store the displayed settings under number 5, 
DECmate erases the settings previously stored under number 5. The 
settings displayed on the screen are stored under number 5 and are also 
stored with the document. If you send the document to print, these settings 
are used to print the document. If you change other settings and then print 
the document, the settings used to print the document differ from the set- 
tings stored under number 5. 


The first time you print a document, DECmate shows you a Print Menu 
with some settings already specified. DECmate uses the print settings 
stored under number 0. If you want DECmate to use certain settings with 
each document you create, then store them under SS 0. Do not store settings 
under SS 0 unless you want to use them most of the time. 


Settings are stored on the system diskette. If you use another system disk- 
ette, the stored settings are different or missing. 


Retrieve Seitings 


The RS option is a command that retrieves stored print settings. You must 
follow RS by a space and a number from 0 to 9. The print settings stored on 
the system diskette under that number are called to the screen. These 
changed settings are also stored with the document. 


For instance, if you use RS to call up the settings stored under number 5, 
any changed settings are displayed on the screen. The displayed settings are 
also stored with the document you are about to print. If you send the docu- 
ment to print, these settings are used to print the document. If you change 
other settings and then print the document, the settings stored with the doc- 
ument differ from the settings stored under number 5. 


NOTE: Earlier this chapter discussed the print settings CP, FR, and TO as 
one-time settings. DEC mate resets them every time you use the Print Menu. 
However, you can store these settings using the SS option. Recalling these 


stored settings whenever you are about to print the document may be quicker 
than changing CP, FR, and TO. 
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Print the Index of Documents 


Before you can print the index of documents, you must first put it into a 
document. To put the index of documents into a document, use the CI option 
from the Main Menu. This process is explained in Chapter 4, under Copy 
the Index. 


Once the index of documents is copied into a document, you can select that 
document for printing, just as you would any other document. Document 
number 1 (the index document) can be printed just like any other word pro- 
cessing document. For more information on the index of documents and the 
index document, see Chapter 4. 


Shared Printer Switch 


Your DECmate word processing system can include a draft printer, a letter 
quality printer, or both. Or perhaps your system uses two terminals but 
only one printer. To use two printers with one terminal, or two terminals 


attached to one printer, you must have a shared printer switch. The two pos- 


sible uses of a shared printer switch are illustrated in Figure 13. 


Use Two Printers 


If you have two printers and a shared printer switch, use the switch in con- 
junction with the the document destination (DD) Print Menu setting. When 
you print a document, DECmate determines whether: 


e The printer is a draft printer 
e The printer is a letter quality printer 


e The printer is not attached 


Before printing a document, DECmate checks the document destination set- 
ting and the type of printer in use. If the document destination does not 
match the printer in use, DECmate sounds a beeper and a printer stopped 
message appears in any menu currently displayed. DECmate sends you the 
following printer status message: 


The document destination does not match the attached printer 


For example, if you specify DD LQP, the switch must be set to the letter 
quality printer. 
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If you get the does not match message, you can switch the shared printer 
switch knob to the opposite position. See Figure 14. After setting the switch, 
you must send the document to print again. The document should begin 
printing at the appropriate printer. 


NOTE: If no printer is attached or the printer power switch is off, DECmate 
sends you a non-existent printer status message. Be sure your printer is 
attached and the PRINTER READY light (if any) is on before you print a 


document. 


MK-00631-01 


Figure 14 Shared Printer Switch 


Share a Printer 


Two people can share the same printer. If Operator A is using the printer, 
and Operator B sends a document to print, then Operator B would get the 
following printer status message: 


The Printer is stopped for non-existent Printer 


CAUTION: Never turn the shared printer switch knob to the opposite posi- 
tion while the other person is printing. 
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First, Operator B should type S and press RETURN to get to the Stop 
Printer Menu. Select the S option to stop the document from printing. When 
Operator A has finished printing documents, then Operator B can turn the 
knob to the opposite position. Then send the document to print again. 


Or you can use the SL and RL options discussed in the following section. 
These options on the Main Menu allow you to store a list of documents to 
print later or to print on another system. 


Print Documents From a Stored List 


The SL (Store List) option on the Main Menu lets you store a list of docu- 
ments that you want to print. 


The RL (Retrieve List) option on the Main Menu lets you retrieve the stored 
print list and print the documents when a printer is available. Since the 
stored print list is stored on your document diskette, you can take your doc- 
ument diskette to another system. You do not have to enter each document 
for printing at the new system one by one. Instead, you print the documents 
from the list using a single RL command. 


The SL and RL options are useful if: 


e Your system does not have a printer. 


e Your system has only a letter quality printer but you want to print 
on a draft printer (DD DP), or vice versa. 


e Your system includes two terminals with a shared printer switch, 
and the other operator is using the printer. 


e You want to stop printing a list of documents and save the list to 
print out later. 


Store a Print List 


To save a document in the stored print list: 


1 Submit the first document for printing. If you have a printer 
attached, change the SE setting to FIRST; this prevents DECmate 
from printing the-'document. Make any changes to the settings, type 
OK or YES, and press RETURN. 
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Submit all other documents for printing (as many as eight) by dis- 
playing the Print Menu for each. Make any changes to the settings, 
type OK or YES, and press RETURN. The system beeps and a 
printer stopped message appears. Ignore the beeper and message. 


Type SL and press RETURN when the Main Menu or Stop Printer 
Menu is displayed. As a shortcut, you could type a space and name 
the document to store the print list immediately after typing SL. 


NOTE: You must store the print list on the same diskette with the docu- 
ments named in the list. You cannot add documents from other diskettes 
to the list. 
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If you do not name the stored print list document, DECmate 


prompts you for the name. Respond to the prompt, and press the 
RETURN key. 


If you name a document that does not exist, DECmate automatically 
creates it. If you name one that does exist, you see the Document 
Modified display (Figure 15). Select the apppropriate option and 
press RETURN. Once you name the document, DECmate goes 
through the list of documents waiting to print and copies their 
names into the stored print list, so long as they share the same disk- 
ette with the stored print list. DECmate deletes those documents 
from the list of documents waiting to print. The first document is 
not deleted unless there is no printer attached. 


When DECmate has created the stored print list, it displays the 
Main Menu with the printer stopped message. Type S and press 
RETURN to see the Stop Printer Menu. Type L to see the list of 
documents waiting to print, or type R to print the documents left 
out of the stored print list, or type S if you do not want to print at 
this time or have no printer attached. 


If you have no printer attached, remove the document diskette. Take 
it to a system that has a printer attached. See the directions for 
Retrieve a Stored Print List that follow. 
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Figure 15 Document Modified Display 


Retrieve a Stored Print List 


To print documents from a stored print list, follow these steps: 


1 If you have no printer attached, remove your document diskette 
from its drive. Insert it into a compatible drive on a system with the 
desired printer. Do not use drive 0. 


2 From the Main Menu, type the letters RL and press the RETURN 
key. As a shortcut, you could also type a space and identify the 
stored print list document immediately after typing RL. 


3 If you do not specify a document name, DECmate prompts you for 
one. Type the name of your stored print list and press RETURN. 


While the documents are printing, the Main Menu is displayed on the 
screen. 
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Resirictions 


These restrictions apply to using the SL and RL commands: 
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You must store the documents to be printed on the same diskette as 
the stored print list document. You cannot add documents on a dif- 
ferent diskette to the list. 


If the system printing the document has four or more drives, the RL 
command is executed only if no documents are currently printing or 
waiting to print. 


You can print documents from a stored print list on any other 
DIGITAL word processing system. However, some print features 
may not take effect. For example, shadow printing may not take 
effect. 


If your document diskette is a double density 8-inch, it is not com- 
patible with single density systems. You must use a DECmate II, or 
a DECmate I with Version 2.0 or later software. 


If you change any of the one-time settings (CP, FR, and TO), the 
changed settings are on the stored print list. If you print from the 


stored print list again, the changed (stored) settings still take effect. 
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This chapter discusses: 


e The Stop Printer Menu 
prem e Printer status messages 


DECmate automatically prints documents when they are submitted for 
printing. Certain situations make the printer stop printing: 


e You stop the printer using the printer’s PAUSE switch. 


e You stop the printer by displaying the Stop Printer Menu (typing S 
from the Main Menu). 


e DECmate stops printing because it encounters a problem, such as 
the end of a carbon ribbon. 


e Some Print Menu settings make DECmate stop printing a document 
at a certain time: 


SE FIRST — DECmate stops printing before starting to print a new 
rm document. This allows you to change the paper, ribbon, or 
printwheel for the document. 
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SE YES — DECmate stops printing at the top of every page of a doc- 


ument. Then you can feed a new sheet of paper to the printer or 
make other changes. | 


TW YES — DECmate makes two passes over the document, stopping 
between passes to let you change printwheels. DECmate prints some 


of the text with one printwheel and some of the text with the other. 


Stop Printer Menu 


To see the printer status message, type S and press RETURN 


from the Main Menu. The printer status message appears at the top 


of the list of options. 


To stop printing a document, type S and press RETURN from 
the Main Menu. Select S from the Stop Printer Menu, and press 
RETURN. 


You can stop the printer using the S (Stop printer) option from the Main 
Menu. The Stop Printer Menu displays. 


If the printer stops on its own, the beeper sounds and a PRINTER 
STOPPED message appears at the top of the Main Menu. Type S from the 
Main Menu to display the Stop Printer Menu. 


In either case, the Stop Printer Menu displays the following information. 
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Printer Status Message appears at the top of the screen. It explains 
why the printer stopped. If there is no status message, the printer 
was busy, not stopped, when you displayed the Stop Printer Menu. 


Your options appear below the status message. Since your options 
depend on the reason the printer stopped, the menu displays only 
the options you can use at the time. However, the S and L options 
are always displayed and allow the following functions: 


S Stop the current document being printed. 
L__sDisplay a list of documents waiting to print. 


Other options may appear depending on the stop reason shown at 
the top of the Stop Printer Menu. Refer to Table 14 for a detailed 
description of all options. 


| 
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Responses fo the Stop Printer Menu 


If the printer stops because the document or Print Menu contains a com- 
mand to stop at this point, take whatever action you intended, such as feed- 
ing paper. Then select one of the options (probably R to resume printing), 
and PRESS RETURN. The R option is available on both the Stop Printer 
Menu and the Main Menu. 


If the printer is stopped because of a printer problem, you must correct the 
problem before printing can continue. 


CAUTION: If you open the printer cover to correct the problem, always press 
the PAUSE switch first. After you replace the cover, press the PAUSE switch 
again. On some printers the PAUSE control is labeled ONLINE/OFFLINE or 
READY/NOT READY. 


Do not turn off the power to your printer unless your printer owner’s manual 

says you must. Turning off the printer causes loss of text and printer features 
such as font, mode, and pitch. You can safely service most problems while the 
power is on. 


Refer to your printer owner’s manual for information on how to correct the 
printer problem. Also see the section in this chapter on Status Messages for 
a list of reasons why the printer might stop. When it is corrected, press 
PAUSE so PRINTER READY lights. The printer must be READY or 
ONLINE before you select an option on the Stop Printer Menu. 


Now select an option from the Stop Printer Menu. All options except N, L, 
and SL recall the Main Menu. Since N, L and SL do not tell DECmate how 
to proceed with the stopped printer, these options return you to the Stop 
Printer Menu. 


To stop the printer entirely, type S and press RETURN to get to the Stop 
Printer Menu. Then type SL RETURN or press S RETURN again to stop 
printing the current document. DECmate begins printing the next docu- 

ment, if there is one. Continue typing S and pressing RETURN until you 
have stopped all the documents from printing. 


1% 


Stopping the Printer 


Table 14 Stop Printer Menu Options 


Option 
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Explanation 


New page, bring the printer to the top of the paper. The printer 
advances to the start of the next piece of continuous-form paper, or 
advances single-sheet paper out of the printer. The PS setting on the 
Print Menu for the last document printed determines how far the 
paper advances. 


Resume printing and return to the last menu. Printing resumes at 
the point where it left off. The R option is also on the Editor Menu 
and the Main Menu. If you are editing another document, you may 
want to invoke the Editor Menu to use the R option. This allows you 
to resume printing without filing the document and then continue 
editing where you left off. 


Continue printing until the end of this page. Printing resumes, but 
stops again at the end of the current page. Before any waiting docu- 
ments can print, you must return to the Stop Printer Menu and 
select an option to tell DECmate what to do next. 


Stop printing this document and return to the Main Menu. Cancels 
printing the current document. Advances continuous-form paper to 
the beginning of the next page; advances single-sheet paper out of 
the printer. DECmate begins printing the next document waiting for 
that printer, if there is one. To stop the printer entirely, you must 
stop each document from printing or use the SL option. 


Start printing this document from the beginning. Advances paper to 
the beginning of the next page, and prints the document again from 
the start. 


Go back a number of pages and resume printing from the top of the 
page. Follow T by pressing the space bar and typing the number of 
pages to back up in the document. DECmate advances paper to the 
start of the next page, and prints the document again, starting the 

specified number of pages back. 


List the documents waiting to print. Displays a list of documents 
waiting to print (maximum of 8). Documents are listed by diskette 
and document number, followed by the name by which you invoked 
that document for printing. For example: 


(1.9) June Monthly Report 


Press RETURN to recall the Stop Printer Menu. Choose an appropri- 
ate option. 


(continued) 
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Table 14 Stop Printer Menu Options (Cont.) 


Option Explanation 


SL Store a list of documents waiting to print. DECmate asks you to give 
a name to the document that will contain the stored list. DECmate 
then goes through the list of documents waiting to print. If a docu- 
ment is on the same diskette as the stored list, DECmate copies the 
document name into the stored print list and deletes the name from 
the list of documents waiting to print. The list of documents waiting 
to print then contains only the current document waiting to print 
and the documents on other diskettes that are waiting to print. 


C Change the document destination. If your DD (document destination) 
setting is LQP (letter quality printer), and your draft printer does 
not have a high-quality print mode, pressing C changes it to DP 
(draft printer). If your draft printer has a high-quality print mode, 
this option does not display. If your DD setting is DP, pressing C 
changes it to LQP. 


Resume Printing 


e Ifthe printer stops while DECmate is displaying the Main 
Menu, fix the problem, if you can. (For example, change the ribbon 
or printwheel, or add paper.) Then type R and press RETURN. 


e If the printer stops while you are editing another document, 
fix the problem, if you can. Then press Gold MENU to invoke the 
Editor Menu. Type R and press RETURN twice to resume printing 
and return to the document you were editing. 


If you do not know why the printer stopped, the printer status message at 
the top of the menu might help. See the following section on Status 
Messages. . 
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status Messages 


The status message is displayed at the top of the Stop Printer Menu. If your 
printer is located away from your terminal, these status messages can be 
very helpful. Sometimes you can solve problems without leaving your termi- 
nal. The various status messages are explained below. Not all printers give 
detailed problem reports. Therefore, you might not see all status messages 
on your system. Check your printer user’s guide to see which problem condi- 
tions are reported. 


MESSAGE The printer is stopped for non-existent printer 


Cause This message may appear for several reasons: 


1 You do not have a printer attached to your DECmate 
system. 


2 The printer attached to your system is turned off or 
has a loose cable. 


3 The PAUSE, ONLINE, or READY switch was pressed 
before you started up your system. 


4 You have a shared printer switch for two terminals, 
and the switch is set for the other DECmate termi- 
nal’s use. 


5 The baud rate of your printer does not match 
DECmate’s printer baud rate on the System Options 
Menu. This is probably the problem if your printer 
beeped and/or printed a few irrelevant characters. 


Action The action depends on the problem: 


1 Take your document diskette to a system with a 
printer, and print the documents at that system. 


2 Turn the printer power switch on. Check both ends of 
the cable and make sure connectors are securely 
attached. Then type R and press RETURN to try 
again. 
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MESSAGE 


Cause 


Action 


MESSAGE 


Cause 


Action 


stopping the Printer 


3 Press the PAUSE, ONLINE, or READY switch so that 
the PRINTER READY light comes on. Then type R 
and press RETURN to try again. 


4 If you have two terminals sharing one printer through 
a shared printer switch, FIRST FIND OUT IF THE 
OTHER OPERATOR IS PRINTING DOCUMENTS. If 
not, move the switch to the opposite position. Then 
type R and press RETURN to try again. 


S Determine the baud rate of your printer by referring 
to your printer owner’s manual. Press Gold MENU, 
type SO and press RETURN, then type CC and press 
RETURN. The PB setting sets DECmate’s printer 
baud rate. Set PB to match the printer, or set the 
printer’s baud rate to match the DECmate PB setting. 
Return to the Main Menu and type R and press 
RETURN to try again. 


The printer is stopred due to a malfunctions check 
the printer 


This message is displayed for several reasons, some of which 
you cannot control. It may occur after an incorrect baud rate 
setting. 


Correct the problem, if it is obvious. Then type S and press 
RETURN while the Stop Printer Menu is on the screen, to 
cancel the printing of the document. To print the document, 
you must send it to the printer again. 


The Printer is not in use now, 


You tried to go to the Stop Printer Menu when no documents 
are printing. 


Press RETURN to see the Main Menu and select another 
option. 
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MESSAGE 
Cause 


Action 


MESSAGE 
Cause 


Action 


MESSAGE 
Cause 


Action 


MESSAGE 


Cause 


Action 
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The printer Pause SWitch is on 
The PAUSE, ONLINE, or READY switch has been pressed. 


Press the PAUSE, ONLINE, or READY switch so that the 
PAUSE light goes out and/or the READY light comes on, as 
applicable. 


Printer is stopped for ribbon out 
The carbon ribbon has run out. 


The END OF RIBBON light should be lit. Press the PAUSE 
switch. Replace the ribbon as instructed in the user manual 
for your printer. Press the PAUSE switch again so that the 
PRINTER READY light comes on. The document begins 
printing immediately. This message appears only if you have 
a letter quality printer attached to your system. 


Printer is stopped because the cover is opened 
Printer cover is open (removed). 


Press the PAUSE switch. Replace the missing cover on the 
printer. Press the PAUSE switch again, so that the PRINTER 
READY light comes on. Type R and press RETURN to con- 
tinue printing. 


a front sheet 
a rear sheet 
an envelope 


The Printer is stopped for insertion of 


SE YES setting on the Print Menu. 


SE YES makes the printer stop at each page to allow a man- 
ual operation, such as feeding a sheet of paper. Feed in a 
sheet of paper or take other appropriate action. Type R and 
press RETURN to begin printing that page. 


MESSAGE 
Cause 


Action 


MESSAGE 


Cause 


Action 


MESSAGE 


Cause 


Action 
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The Printer is stopped for "SE first" 


SE FIRST setting on the Print Menu. 


SE FIRST makes the printer stop at the first page of the 
document to allow a manual operation, such as changing the 
type of paper. Take appropriate action. Type R and press 
RETURN to resume printing the document. 


The Printer 15 storPrPed at the end of the Page 


You chose the P option when the Stop Printer Menu was 
displayed, and the page is now finished printing. 


Since the document is still in the print list, go to the Stop 
Printer Menu and choose an appropriate option. If you do not 
cancel or print that document, the other documents waiting to 
print cannot begin printing. 


The Printer is stopred for the Printwheel change 


You set TW YES on the Print Menu, and the printer has 
printed the first pass using the first printwheel. 


Press the PAUSE switch so that the PAUSE light goes on. 
Roll the paper back to the beginning of the document. Change 
the printwheel to the appropriate one for the second pass. 
Press PAUSE again so that the PRINTER READY light goes 
on. Type R and press RETURN to resume printing. This mes- 
sage only appears if you have a letter quality printer attached 
to your system. 


The same message appears after the second pass to alert you 
to change the printwheel back again, if necessary. Then type 
R to resume printing, if other documents are waiting to print. 
Or type S to cancel the document after the second pass. 
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MESSAGE The document destination does not match the 
attached printer, 


Cause This message may appear for one of two reasons: 


1 The document destination (DD) setting is LQP when 
you have a draft printer attached, or DP when you 
have a letter quality printer attached. 


2 You have a shared printer switch for two printers, 
and the document destination setting (DD LQP, DD 
DP) does not match the switch setting. 


If you have a draft printer with a high-quality print mode, 
this message does not display. 


Action The action depends on the problem: 


1 Type C and press RETURN to begin printing again. 
DECmate automatically switches your document des- 
tination (DD) setting to the one that matches the 
printer now attached to your system. 


Or type S to cancel printing that document. Take your 
document diskette to a system with the appropriate 
printer, and print the documents at that system. 


2 If your printer switch is set to the wrong printer, 
move the switch to the position that matches the doc- 
ument destination setting (DD). Then type R and 
press RETURN to resume printing. 


If your document destination (DD) setting is wrong, 
type C and press RETURN to begin printing again. 
DECmate automatically switches your DD setting to 
match the printer your switch is now set to. 


Or type S to cancel printing that document. Take your 
document diskette to a system with the appropriate 
printer, and print the documents at that system. 
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Printer is stopped for sheet feeder error 
The automatic sheet feeder (ASF) has a problem. 
Check the automatic sheet feeder for one of these problems: 
e Out of paper 
e Paper jam 
e Sheet feeder cable disconnected 
e Paper tray not locked into position 


Once the problem is corrected, type B, S, or T from the Stop 
Printer Menu and press RETURN. This message appears only 
if you have a letter quality printer with an automatic sheet 
feeder attached to your system. 


The printer is stopped because of disk error read- 
ing document 


DECmate found an unreadable block on the document disk- 
ette while printing a document. 


Remove the diskette and inspect it. If there are no obvious 
problems, type R to try printing again. If the printer stops 
again for this reason, type S and press RETURN to cancel 
printing the document. Verify the diskette, and copy it as 
instructed in the Verify display. You can then try to print the 
document again to see if the same problem recurs. 


You can also try printing the document with the diskette in 
another drive (if you have four or more drives) or from 
another DECmate system. 


The Printer is stopped because of disk error on 
drive Q 


DECmate found an unreadable system software block. 


Type S and press RETURN to cancel printing the document. 
Remove the system diskette from drive 0 and replace it with 
your backup system diskette. Start up your DECmate again. 
Print the document that you previously canceled. Verify the 
original system diskette. 
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superscripts, Subscripts, and 
- Composite Characters 


This chapter discusses: 
mi e Composite characters: how to create and erase them 
e Superscripts and subscripts: how to create and erase them 
DECmate creates composite characters by printing two or more different 
cm characters in the same place. Use the Gold DEAD KEY feature to create 
ae composite characters. 
You can control the line level of characters in two ways: 


1 Making a subscript character; DECmate prints it one-half line 
below the other characters. 


2 Making a superscript character; DECmate prints it one-half line 
above the other characters. 
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Composite Characters 


e To create a composite character, type the two characters that 
compose it. Then press BACK UP to move the cursor over the 
second character, and press Gold DEAD KEY. 


e To add another character to the composite character, type it, 
then press BACK UP and Gold DEAD KEY. 


e To split a composite character into its components, move the 
cursor over the composite symbol and press Gold DEAD KEY. 


The printer normally advances to the right after printing each character. 
However, you can form useful characters by making two characters print in 
the same place. You can use the DEAD KEY feature to print these compos- 
ite characters. 


Pressing Gold DEAD KEY makes the character at the cursor combine with 
the character to the left of the cursor. On the screen, both of the original 
characters disappear. A special symbol (#) takes their place. You see the 
composite character when the document is printed. 


If the cursor is one character to the right of a composite character when you 
press Gold DEAD KEY, the character at the cursor is added into the 
composite character. You can combine up to 100 characters as a composite 
character. 


The composite character occupies a single character space and is treated as 
a single character. That is, you can pass it by pressing ADVANCE once and 
you can delete it by pressing DEL CHAR or the Rubout key once. As long 
as it remains a composite character, you cannot erase any of its components 
or move the cursor inside it. 


Some Examples of Composite Characters 


Combine Characters Produces 

< and | ¢« (is-not-less-than symbol) 
+ and — (underline) + (plus/minus symbol) 

= and / # (does-not-equal symbol) 
c and/ ¢ (cents symbol) 

e and é (circumflex e) 
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If DECmate is set to strike characters repeatedly (either by boldfacing or by 
DA DARK), then DECmate types each component of a composite character 
multiple times. So the entire composite character appears extra dark. 


Restrictions 


You can superscript and subscript a composite character, but you cannot see 
the superscripting or subscripting in view mode. To verify the subscripting 
or superscripting, you must print the text. For more information on view 
mode, see Chapter 17. 


You cannot use HYPH PUSH to move a composite character. 
You cannot use SWAP on a composite character. 


If you use many composite characters in a line, the entire line may not be 
printed out. DECmate can only print 161 normal characters to a line, and a 
composite character takes up more room on the diskette than a normal one. 


subscripts and Superscripis 


e To subscript or superscript a single character, place the cursor 
at the character. Press Gold SUB SCRIPT or Gold SUPER SCRIPT, 
as appropriate. 


e¢ To subscript or superscript several characters, place the cursor 
at the first character. Press Gold SUB SCRIPT or Gold SUPER 
SCRIPT as many times as there are characters. 


OR 


Place the cursor at the first character, press SEL, move the cursor 
past the last character, and press Gold SUB SCRIPT or Gold 
SUPER SCRIPT. 


e To underline a subscript or a superscript, make a composite 
character out of the subscripted or superscripted character and the 
subscripted or superscripted underscore. 
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e To remove superscripting, subscript the character: move the cur- 
sor over the character, and press Gold SUB SCRIPT. For several 
characters, move the cursor over the first character, press SEL, 
move the cursor past the last character and press Gold SUB 
SCRIPT. 


e To remove subscripting, superscript the character: move the cur- 
sor over the character, and press Gold SUPER SCRIPT. For several 
characters, move the cursor over the first character, press SEL, 
move the cursor past the last character and press Gold SUPER 
SCRIPT. 


NOTE: Wherever you use Gold SUB SCRIPT or Gold SUPER SCRIPT, you 
should use space-and-a-half or double spacing (N or D in the ruler). Other- 
wise, the subscripts and superscripts crowd into adjacent lines. For more 
information on ruler settings for line spacing, see Chapter 5. 


The Gold SUB SCRIPT and Gold SUPER SCRIPT features make characters 
subscripts and superscripts. Pressing Gold SUB SCRIPT makes the charac- 
ter at the cursor a subscript, and advances the cursor. If you have selected 
text, pressing Gold SUB SCRIPT changes all selected text to subscripts. 
Gold SUPER SCRIPT works the same way. 


Making a character a subscript or a superscript affects only its line-level 
position. The size of the printed character does not change. 


Subscripting and superscripting take effect when the document is printed on 
a letter quality printer only. To see whether characters in the document you 
are editing are subscripts or superscripts, use view mode (explained in 
Chapter 17). 


In order to underline a superscript or a subscript, you must create a compos- 
ite character. To do this: 


e Create the superscripted or subscripted character. 


e Hold down SHIFT and press the hyphen (—) key to enter the under- 
score. 


e Make the underline superscripted or subscripted. 


e Then use Gold DEAD KEY to combine the character and underline 
into a composite character. 
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Complex Expressions 
ai A complex expression is one that has 1) a term with both subscripts and 
superscripts, or 2) where there are several levels of subscripting or super- 
scripting. To type a complex expression, do not use Gold SUB SCRIPT or 
“ Gold SUPER SCRIPT. Instead: 
e Change the left margin of the ruler to F. F makes the text print at 
om one-half vertical space per line. 
e Type all the superscripts on one line, then press RETURN. 
oon e Type all the normal text on the next line, then press RETURN. 
e Type all the subscripts on the next line down. 
a e If you want to enter a blank line, press RETURN twice. 
e When you are finished entering the complex expression, change the 
as left margin of the ruler back to L. 
saa This technique for typing complex expressions is also discussed in Chapter 
~~ 5, under Line Spacing. 
Restrictions 


You can underline a superscript or a subscript. However, the underlining is 
a not visible on the screen or in view mode. The underlining of a subscript or 
| superscript character is only visible when the document is printed. 


If you are using a draft printer, subscripts and superscripts appear on the 


= same level as the rest of the line, both on the screen and when printed. 
If you are using a letter quality printer: 
| e Subscripts and superscripts appear on the same level as the rest of 
the line on the screen. 
neal 
e Subscripts and superscripts are printed above or below line level, as 
appropriate. 
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If you are printing a document with superscripts and subscripts on an auto- 
matic sheet feeder (ASF), paginate the document before printing. Check 
that subscripts are not printed on the bottom line of the page and super- 
scripts are not printed on the top line of the page. Otherwise, they may not 
be printed or a line from the top of the footer may be omitted. 
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Searches 


This chapter discusses: 


The search function, which finds a specified word or phrase 
Search-and-replace 

Global search-and-replace 

Go-to-page, which searches for a specific page number 


Bookmarking, which allows you to mark your place in a document, 
file it, and later search for that place 


You can specify a word or phrase and have DECmate search the document 
for that word or phrase. Once the text is found, you can add to, change, or 
delete the word or phrase. You can continue the search for the next occur- 
rence of the same phrase, or return to editing. 


DECmate can also select the phrase, so you can use Gold REPLC to replace 
that phrase with the contents of the paste area. Or you can instruct 
DECmate to replace all occurrences of a phrase. 


Once you have paginated a document, you can search for a specific page 
using go-to-page. 


You often use cut-and-paste (described in Chapter 7) in conjunction with the 
various types of searches. 
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Search 


e To start a forward search, press Gold SRCH. Type the word or 
phrase you are searching for. Then press RETURN or ADVANCE. 


e To start a backward search, press Gold SRCH. Type the word or 
phrase. Press BACK UP. 


The FIND key on the Arrow Keypad works the same as Gold SRCH. You 
can use either key to start a search operation. 


Pressing Gold SRCH invokes a simple search. DECmate erases the bottom 
line of the display and asks you to 


ENTER PHRASE: 


You can enter a search phrase of up to 50 characters or spaces. Do not put 
invisible characters, such as hard returns or centering marks, in the search 
phrase. Also, you cannot search for composite characters. 


A lowercase letter in the search phrase makes DECmate search for either 
the lowercase or uppercase letter in the document. An uppercase letter in 
the search phrase matches only the uppercase letter in the document. 


To end the search phrase and begin the search, press RETURN, ADVANCE, 
or BACK UP. The search begins at the cursor position. Press RETURN or 
ADVANCE to begin a forward search toward the bottom of the document. 
Press BACK UP to begin a backward search toward the start (top) of the 
document. 


If you press RETURN, ADVANCE, or BACK UP without typing a search 
phrase, DECmate restores the bottom line of the display and lets you con- 
tinue editing. 


DECmate stops searching when it reaches the top or bottom of a document. 


While DECmate is searching, the display on the screen freezes. When 
DECmate finds the search phrase, the cursor relocates to the first character 
of the search phrase. 


During a normal search operation, DECmate adjusts word-wrapped lines to 
account for any text and ruler changes. The only exception to this is the 
go-to-page search, discussed later in this chapter. 
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Continue Search 


To continue the search, press Gold CONT SRCH. 


To search an entire document, press Gold TOP DOCMT. Press 
Gold SRCH. Type the word or phrase you are searching for. Press 
RETURN, then ADVANCE, or Gold CONT SRCH. After each occur- 
rence of the search phrase, press Gold CONT SRCH. 


Pressing Gold CONT SRCH searches for the same search phrase, and in the 
same direction, as the last search. 


Pressing Gold HALT stops the search. Since DECmate failed to find the 
search phrase, it sounds the beeper and reverses the direction mode. If you 
press Gold CONT SRCH, the search continues but in the opposite direction. 
To continue searching in the same direction, press Gold SRCH and type the 
search phrase. Press RETURN, ADVANCE, or BACK UP, as appropriate. 
When DECmate reaches the top or bottom of the document, the search ends. 
DECmate sounds the beeper and reverses the direction mode. If you told 
DECmate to continue searching, it would continue in the opposite direction. 


Halt or Cancel a Search 


To cancel a search in progress, press Gold HALT. 


To cancel a search before entering a search phrase, press 
RETURN when the ENTER PHRASE: prompt is displayed. 


A search stops: 


If DECmate finds the search phrase. In this case, DECmate places 
the cursor over the first character in the phrase to direct your atten- 
tion there. 


If the cursor reaches the top or bottom of the document without find- 
ing the search phrase. In this case, DECmate sounds the beeper and 
reverses the direction mode. If you told DECmate to continue 
searching, it would search in the opposite direction. 


If you press Gold HALT. Since DECmate failed to find the search 
phrase, it sounds the beeper and reverses the direction mode. 


Continuing a search is discussed in the previous section. 
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Search and Replace 


e To search for and replace a phrase, first cut the replacement 
phrase into the paste area. Then press Gold SRCH, type the search 
phrase, and press Gold CONT SRCH & SEL (instead of ADVANCE 
or RETURN). Press Gold REPLC to replace the selected phrase with 
the contents of the paste area. 


e To continue to search for and replace a phrase, simply press 
Gold CONT SRCH & SEL after replacing the text as described 
above. Press Gold REPLC when you find the next search phrase. 


e To decide not to replace the search phrase when it is selected, 
press Gold CONT SRCH & SEL. This removes the select mark. 
Press Gold CONT SRCH & SEL again to continue the search. 


The search-and-replace feature makes changing the same text throughout a 
document easier. For example, you may want to change the name of a com- 
pany each time it occurs in a report. 


When using the search-and-replace feature, the text in the paste area 
becomes the replacement text. Begin the search-and-replace feature by put- 
ting the replacment text into the paste area. Press SEL, type the replace- 
ment phrase, and press CUT. Then press Gold SRCH and type the search 
phrase. Do not press RETURN or ADVANCE. Instead, press Gold CONT 
SRCH & SEL to begin a forward search. 


In most searches, DECmate places the cursor at the start of the search 
phrase when it is found. But if you press Gold CONT SRCH & SEL, 
DECmate inserts a select mark at the start of the phrase and moves the 
cursor past the end of the phrase. This marks the search phrase as the se- 
lected text. Pressing Gold REPLC then deletes the search phrase and inserts 
the contents of the paste area in its place. 


When you use Gold REPLC, the text in the paste area always remains the 
same. Gold REPLC does not move the deleted text to the paste area. The 
replacement text remains the same until you cut more text into the paste 
area using Gold CUT. 
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You do not have to use Gold REPLC with Gold CONT SRCH SEL. You can 
delete the selected text, type in other text, or continue the search without 
replacing the selected text. If you decide not to replace the selected phrase, 
press Gold CONT SRCH & SEL. This removes the select mark and contin- 
ues the previous search. 


You can stop a search-and-replace operation by pressing Gold HALT. See 
the previous section, Halt or Cancel a Search, for more information on stop- 
ping a search. 


Restrictions 


You can use search-and-replace only in the forward direction mode. If 
DECmate cannot find an occurrence of the search phrase, the cursor goes to 
the end of the document, and DECmate sounds the beeper. 


If you press Gold CONT SRCH & SEL without typing a search phrase, 
DECmate restores the bottom line of the display and lets you continue 
editing. 


If you first press SEL to erase the select mark, pressing Gold REPLC simply 
sounds the beeper. 


The replacement text is inserted into the document exactly as it was typed 
into the paste area. Highlighting and capitalization in the original docu- 
ment are not transferred to the replacement text. 


The search-and-replace feature can be used in a UDK only if it is the last 
set of keystrokes in the UDK. If it is not the last entry, the keystrokes that 
follow the search-and-replace operation are ignored. For more information 
on UDKs, see Chapter 16. 


Search-and-Delete 


You can use the search-and-replace feature to search for and delete a phrase 
(replace it with nothing). If you press SEL and then CUT without typing 
any text, you put no replacement text in the paste area. Pressing Gold 
REPLC when there is nothing in the paste area means DECmate removes 
the search phrase and replaces it with nothing. 


Hint. If you replace text with nothing, the spaces before and after the 
deleted text remain. So include any extra spaces in the search phrase so 
that they are also deleted. 
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Global Search and Replace 


e To start a global search-and-replace, press Gold MENU to call 
the Editor Menu. Type GS, and press RETURN. Type the search 
phrase in response to the prompt and press RETURN. Then type the 
replacement phrase in response to the prompt and press RETURN. 


e To stop a global search-and-replace, press Gold HALT. 


e To resume a stopped global search-and-replace, press Gold 
MENU to call the Editor Menu. Type GS, and press RETURN. Then 
press RETURN again to continue with the previous search. 


DECmate can also search for a phrase and replace it with another phrase 
throughout a document — without manual intervention. This is global 
search-and-replace. Use this feature if you have no doubt that the search 
phrase should always be replaced. Global search-and-replace is faster, com- 
plete, and more consistent than search-and-replace. 


Global search-and-replace is an option on the Editor Menu. From the Editor 
Menu, invoke global search-and-replace by typing GS (or just G) and then 
pressing RETURN. Separate displays prompt you for the search phrase and 
the replacement phrase. Press RETURN after typing each phrase. Both 
phrases are limited to 50 characters or spaces. 


DECmate puts the search phrase in the search area and the replacement 
phrase in the paste area. Any text previously in the paste area is erased. If 
you do not enter a replacement phrase, the paste area is emptied and the 
search phrase is erased. 


Then DECmate starts searching forward from the cursor to the end of the 
document. During the search, text scrolls up the screen. You can see 
DECmate making the desired substitutions. The beeper sounds and the 
search ends when DECmate reaches the bottom of the document. 


NOTE: DECmate can only make a global search in the forward direction. If 
you are in the middle of a document when you want to begin a global search- 
and-replace, press Gold TOP DOCMT. Then go to the Editor Menu and 
begin the global search. 


You can cancel the global search by pressing Gold HALT. The beeper 
sounds. Any occurrences of the search phrase that have already been 
replaced take effect. Any occurrences past the cursor are not replaced. 
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Restrictions 


The search phrase may not contain bolding, underlining, subscripting, or 
superscripting. 


DECmate ignores any bolding, underlining, subscripting, or superscripting 
in the document when matching the search phrase to the text. 


Search Phrase Matches in Text 
TEST TEST 
TEST 
TEST 
TEST 


If the replacement phrase is bolded, underlined, subscripted, or super- 
scripted, it remains so when it is inserted into the text. If the text is 
highlighted, subscripted, or superscripted, and the replacement text is not, 
the replacement text is not highlighted, subscripted or superscripted when 
inserted in the document. For example, if the first word of a sentence is 
replaced with lowercase text, the first letter is not capitalized. 


Uppercase letters in the search phrase match only uppercase letters in the 
text. Lowercase letters in the search phrase match either uppercase or 
lowercase letters in the text. 


Text Phrases 


Search 

Phrase test Test TEST 
test match match match 
Test no match match match 
TEST no match no match match 


Global search-and-replace can be used in a UDK only if it is the last set of 
keystrokes in the UDK. If it is not the last entry, the keystrokes that follow 
global search-and-replace are ignored. For more information on UDKs, see 
Chapter 16. 
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System Messages 


If you enter more than 50 characters for the search or replacement phrase, 
DECmate reminds you of the limit with one of these messages: 


& Search Phrase may not exceed 30 alPhanumeric characters 

or 

A Replacement Phrase may not exceed 50 alphanumeric characters 
Shoricuts 


While using the global search-and-replace feature, you can: 
e Erase a phrase throughout a document by replacing it with nothing. 
e Use the current contents of the paste area as the replacement phrase. 


e Restart the same global search-and-replace just halted. 


Use global search-and-replace to search for a phrase and delete it. If you do 
not type a replacement phrase, but just press RETURN in response to the 
prompt, then you put no text in the paste area. DECmate deletes the search 
phrase and puts nothing in its place. Remember to include in the search 
phrase any extra spaces you want deleted. 


If you do not type a replacement phrase, but press PASTE in response to the 
prompt, DECmate uses the current contents of the paste area for the replace- 
ment phrase. This allows you to insert paragraphs or pages of text. Like- 
wise, any highlighted text and control commands in the paste area are also 
included. 


Restart a global search-and-replace after canceling it by invoking a global 
search from the Editor Menu. Press RETURN in response to the prompt for 
a search phrase. DECmate continues with the same search-and-replace oper- 
ation that was halted. 
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NOTE: You have the option of continuing a halted global search until you: 


e Reach the bottom of the document 


e Begin a standard search operation 


e 6 File the document (by using the Gold FILE DOCMT, Gold TOP 
DOCMT or the go-to-page feature) 


Remember: If you cut other text after halting the global search, the con- 
tents of the paste area are changed. The replacement text is always the cur- 
rent contents of the paste area. This may not be the replacement text you 
wanted. Also, if you change system diskettes, you change the contents of the 
paste area. 


Go-To-Page 


e To go to a specific page in a document, press Gold SRCH while 
editing the document. Then press PAGE. Type a page number in 
response to the prompt. You can also specify a positive or negative 
number of pages to move by using the plus (+) and minus (—) signs. 


NOTE: Go-to-page only works properly in a paginated document created on 
a DECmate II or on a DEC mate I, version 2.0 or later. For more information 
on pagination, see Chapter 9. 


Sometimes, you want locate a specific page, rather than a phrase in the 
text. You can do this using a form of searching called go-to-page. The go-to- 
page feature is a faster way to move through large documents than using 
the distance keys. Usually, you would use the go-to-page feature if you have 
already printed the document. Then you have some idea of what page you 
are looking for. 


If you have not yet paginated the document, go to the top of the document 
and paginate using automatic Gold PAGE or manual pagination. Go-to-page 
cannot work without page-end marks. 


To use go-to-page, press Gold SRCH. In response to the ENTER PHRASE: 
prompt, press the PAGE key on the Editing Keypad. 


DECmate then erases the bottom line of the display and prompts you: 


Enter Page Numbers 
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Specify Page Number 


There are two ways to specify a page number: 


After DECmate positions the cursor in the document, it fills the screen with 


1 


You can type a specific page number and press the RETURN key. 
The page number specified can be before or after the page you were 
on in the document. While DECmate searches for the page, you see 
this system message: 


RePositioning to your desired page, 


Please stand by, 


You may press Gold HALT to stop, 


If you specify a page number within the range of pages in the docu- 
ment, DECmate immediately positions the cursor at the top of the 
specified page. 


If you specify a page number that is larger than the number of 
pages in the document, DECmate goes to the top of the last avail- 
able page in the document. 


You can specify any page value between 1 and 9999. 


You can specify a positive or negative number of pages. You can do 
this by typing a plus (+) or minus (—) sign and then typing in a 


number n. The number n can be any numerical value between 1 and 


9999. Press RETURN. 


DECmate then counts n number of pages forward or backward in 
the document, and positions the cursor at the top of the specified 
page. During this time, you see the Repositioning to your desired 
page message. 


For example, if you respond to the prompt: 
Enter Page Numbers: -4 


DECmate positions the cursor at the top of the page that is four 
pages before the one you were on. 


text. The cursor is on the bottom line of the display. 


216 


Searches 


NOTE: DECmate counts pages according to page-end marks, not the page 
numbers printed. RESET control commands can change the numbering of 
the printed pages. Therefore, page numbers used by the go-to-page feature 
may not correspond to the page numbers at the bottom of the printed 
document. 


system Messages 


When you respond to the Enter Page Number: prompt, DECmate checks 
that your response is valid. If you enter an invalid response, you get one of 
these system messages: 


Numbers Only Please - Press RETURN To Continue 


or 


Up To 4 Digits Allowed - Press RETURN To Continue 
Resirictions on Go-To-Page 


Rulers. Rulers are not influenced by go-to-page searches. However, if your 
document contains wide rulers, those rulers may cause the display to appear 
compressed after a go-to-page search. 


Adjust Line Endings. During a normal search operation, DECmate adjusts 
word-wrapped lines to account for text and ruler changes. Under go-to-page, 
however, text between the beginning and ending cursor positions is not 
adjusted. Before using go-to-page, first consider if ruler and text changes 
have occurred. Then scroll to the next hard return, ruler, or new page, as 
appropriate. Once text has been wrapped, begin the go-to-page search. 


Compatible Software. Go-to-page works only on documents created on a 
DECmate II, or on a DECmate I version 2.0 or later. If you try to use go-to- 
page on any other documents, you get the error message in Figure 16. 


When you press RETURN in response to this message, DECmate returns 
you to the cursor position in the document. You have two choices: 


e You can resume editing. If you try to use go-to-page again, you get 
the error message again. You still cannot use go-to-page. 


e You can scroll through the document using Gold ADVANCE or use 
Gold BOT DOCMT. Both methods create a go-to-page structure in 
the document. 
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If you press Gold BOT DOCMT to insert the go-to-page structure, you get 
this system message: 


Repositioning to bottom of document. 


Please stand by. 


You may press Gold HALT to stop, 


--GO-TO-PAGE ERROR -- 
Your Page was not found, 


You may use a GO-TO-PAGE request» but only 
enter a Page number within the range of pages 
contained in this documents or 


You may use Gold BOT DOCMT or Gold ADVANCE to update 
the range of Pages for this document. 


But first press RETURN to continue, 


Figure 16 Go-To-Page Eror Display 


Go-To-Ruler 


Go-to-ruler searches for the next or previous ruler in your document and 
rejustifies text between the two rulers. See Chapter 5, Go-to-ruler. 
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Bookmarking 


e To place a bookmark in a document while editing, press Gold 9. 
DECmate inserts the bookmark at the cursor and then files the 
document. 


e To search for a bookmark while in a document, press Gold 0. 
DECmate finds the bookmark, erases it, and leaves the cursor in its 
place. 


Bookmarking allows you to mark your place in a document so you can 
easily return to it later. When you want to insert a bookmark in a docu- 
ment, press Gold 9. DECmate inserts the words ***BOOK MARK*** at the 
cursor, automatically files the document, and displays the Main Menu. 
When you want to return to your place, select the document for editing and 
press Gold 0. DECmate searches for the bookmark, erases it, and leaves the 
cursor where you left off. 


NOTE: The bookmark stays in the document until you press Gold 0 to search 
for it or until you delete it as you would other text. If you print a document 
with a bookmark in it, ***BOOK MARK**™ prints and the text following the 
bookmark is not word wrapped. 


Gold 9 and Gold 0 are user-defined keys (UDKs). When you receive your 
system diskette, Gold 9 and Gold 0 are predefined to work as bookmarks. If 
you redefine Gold 9 or Gold 0, you lose the bookmarking functions. To 
restore bookmarking, you must redefine the Gold 9 and Gold 0. 


The definition for Gold 9 is: 


Return * * * BOO K Space MAR K * * * Sel Backup Line 
Bold Return GOLD:F 


The definition for Gold 0 is: 


GOLD:» * * * BOO K Space MAR K * * * Return Rubchr 
Delwrd Delchr Delchr Delchr Delchr Delchr Delchr Delchr 


See Chapter 16, User-Defined Keys, for information on how to redefine a 
UDK. 
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Abbreviation and 
Library Documents 


DECmate lets you create two special kinds of stored text: abbreviation docu- 
ments and library documents. You can store frequently used text in these 
special documents. You define an abbreviation or short name to refer to 
each piece of text. When you are editing a document, you can insert the 
stored text as many times as you want just by typing its abbreviation. 


Using abbreviation and library documents prevents mistakes, ensures con- 
sistency, and saves time. 


Types of Stored Text 


The abbreviation document contains phrases stored under two-character 
abbreviations. For instance, suppose you typed Digital Equipment 
Corporation into the abbreviation document under the abbreviation de. 
(How to format an abbreviation document is discussed later in this chapter.) 
You can insert that phrase into a document you are editing just by pressing 
Gold ABBRV d e (four keystrokes). 


221 


Abbreviation and Library Documents 


The library document usually contains paragraphs, associated with short 
names. The entries in this document and their names are usually longer 
than those in the abbreviation document. (How to format a library docu- 
ment is discussed later in this chapter.) To retrieve text from the library 
document, press Gold LIBRY, and type the short name of the paragraph. 


Define Stored Text Documents 


e To designate the abbreviation document, press Gold MENU 
while editing a document. Type AD and a space. Type the diskette 
number, a period, and the name or number of the document to be 
used as the abbreviation document. Then press RETURN. 


e To designate the library document, press Gold MENU while edit- 
ing a document. Type LD and a space. Type the diskette number, a 
period, and the name or number of the document to be used as the 
library document. Then press RETURN. 


The first time you use DECmate, the AD and LD options on the Editor 
Menu designate document 0.2 as your abbreviation document and document 
0.3 as your library document. These documents (on the system diskette) are 
empty until you enter text. The text must be properly formatted for use as 
an abbreviation or library document, as discussed later in this chapter. 


If you initialize a system diskette that does not have documents 0.2 and 0.3, 
you must create them. 


To change the short names, abbreviations, or text, just edit the abbreviation 
or library document. 


You can change the AD and LD settings if you want to put the abbreviation 
or library documents under another number. You may have used document 
0.2 for something other than the abbreviation document. Or you can have 
several stored text documents, each containing entries peculiar to a type of 
job. Change the AD or LD setting to access the stored text you want. 


You can also use the same document as both the abbreviation document and 
the library document. If you combine the library and abbreviation docu- 
ments, change the settings on the Editor Menu so that the document num- 
bers (or names) are the same. 
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= Format of Stored Text 
e To create an abbreviation document entry: 
wm 1. Type two left angle brackets << 
2 Type the two-character abbreviation 
nae 3 Type two right angle brackets >> 
4 Type the text 
el 5 Type two left angle brackets << 
e To create a library document entry: 
" 1 Type two left angle brackets << 
po 2 Type the short name 
. 3 Type two right angle brackets >> 
aaa 4 Type the text 
7 5 Type two left angle brackets << 
Abbreviation Document 
™ An entry in an abbreviation document has the following format: 
€<<de>>Digital Equipment Corporation <¢ 
| The entry has these elements: 
o~n e Two left angle brackets << 


e The two-letter abbreviation de 


e Two right angle brackets >> 


e The phrase Digital Equipment Corporation 
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The phrase consists of all characters after the right angle brackets >>, up 
to the next pair of left angle brackets <<. The next two left angle brackets 
end the phrase. These could be the left angle brackets that start the next 
abbreviation for a phrase. So several phrases can appear with their abbrevi- 
ations on the same line: 


co? >Corrporation <¢nwWstnotwithstanding <tgre2$1,000,00 


The space after the word Corporation is part of the entry. You could put 
hard returns after each phrase to make the abbreviation document easier to 
read: 


<<cor Corporation 
<¢nwesnotwithstanding 
eigp>t$1,000,00 


But then the hard return becomes part of the phrase. It is inserted after the 
phrase each time you invoke the stored text. 


To separate entries in an abbreviation document, use two left angle 
brackets << after the phrase. The abbreviation document then looks like 
this: 


co??Corporation << 
cinweenotwithstanding 
Cf grer$1 ,O00,00K¢ 


Library Document 


A library document follows the same format as an abbreviation document. 
However, the phrases in a library document are associated with a short 
name, instead of a two-character abbreviation. The short name may have up 
to 16 characters. A four-character name is a good size to use. 


Text in an abbreviation or library document can include subscripts, super- 
scripts, highlighted characters, tab marks, invisible hyphens, rulers, and so 
on. Stored text cannot include: 


ae 


e Double left angle brackets << within the phrase. They should be 
used after the text to mark the end of the phrase. 
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e Editing commands such as ADVANCE or PASTE. Editing com- 
mands are not text and cannot be included in an abbreviation or 
library document. For information on storing editing commands, see 
Chapter 16, User-Defined Keys. 


To change short names, abbreviations, or text, just edit the appropriate 
stored document. 


Using Stored Text 


© To insert text from the abbreviation document, move the cursor 
to the location for the text. Press Gold ABBRV, then type the two- 
character abbreviation for the phrase. 


e To insert text from the library document, move the cursor to the 
location for the text, then press Gold LIBRY. Type the short name of 
the stored text and then press RETURN. 


Abbreviation Document 


When you insert a phrase from the abbreviation document, press Gold 
ABBRYV, then type the two-character abbreviation. You do not have to press 
RETURN. 


DECmate does not display the abbreviation. Instead, it searches the abbre- 
viation document for the two-character abbreviation. Then it inserts the 
text associated with the abbreviation at the cursor position. The ruler in 
effect at the cursor position is used until DECmate encounters a ruler (if 
any) in the stored text. 


If no entry in the abbreviation document matches the abbreviation, the 
beeper sounds. You may have used the wrong abbreviation or typed it incor- 
rectly. Uppercase and lowercase letters must match. To try again, press 
Gold ABBRV again. Also, you can check the Editor Menu to be sure the AD 
setting is correct. You may be using the wrong abbreviation document. 
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Library Document 


To insert text from the library document, press Gold LIBRY. DECmate 
erases the bottom line of the screen and displays: 


ENTER NAME: 


Type the short name and then press RETURN. If you decide not to insert 
stored text, simply press RETURN to return to editing. 


DECmate searches the library document for the short name. Then DECmate 
restores the bottom line of the screen and inserts the text associated with 
the short name at the cursor position. The ruler in effect at the cursor posi- 
tion is used until DECmate encounters a ruler (if any) in the stored text. 


If no entry in the library document matches the short name, DECmate 
displays: 


NOT FOUND-REENTER: 
You may have used the wrong short name or typed it incorrectly. Uppercase 
and lowercase letters must match. To try again, just type in the correct 


short name. Also, you can check the Editor Menu to be sure the LD setting 
is correct. 


If you decide not to insert stored text, simply press RETURN in response to 
the prompt. The bottom line is restored, and you can resume editing. 
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- This chapter discusses: 
me) e What a user-defined key (UDK) is and how it is used 
: e How to define, change, and delete UDKs 


User-defined keys (UDKs) are a shortcut technique. You can store a 
| sequence of keystrokes under a UDK, then play back the sequence by press- 
oar ing the Gold key and one of the number keys, 0 through 9. Storing a series 
- of frequently used keystrokes can save you time later. 


Some examples of tasks you can include in a UDK are: 


e §6File the current document and print it, using the current print 
_= settings. 


7 e Verify the diskette in drive 1. 


~— e Insert a control command, such as the RESET command or a com- 
mand to begin or end multicolumn printing. 


e Insert an empty record from the abbreviation or library document 
into a list document and back up the cursor to after the first field 
name. 
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Define a UDK 


e To create a UDK, type DK from the Main Menu, and press the 
space bar. Type the number of the UDK, and then press RETURN. 
Type the keystrokes for the UDK. Press Gold HALT to end the 
definition. 


e To create a UDK while editing a document, press Gold MENU to 


call the Editor Menu. Then type DK, press the space bar, type the 
number of the UDK, and then press RETURN. Type the keystrokes 
for the UDK. Press Gold HALT to end the definition. Press 
RETURN to resume editing. 


e To erase a keystroke while defining a UDK, press Gold and the 
number of the UDK being defined. 


The DK (define user keys) option, found on the Main Menu and the Editor 
Menu, lets you define UDKs. To define a UDK, type DK from the Main or 
Editor Menu, and press the space bar. Type the number of the UDK you 
want to define, and then press RETURN. For instance, to define UDK 1, 
type: 


DK 1 


If you omit the number, DECmate asks you for it using a separate display. 


After you press RETURN, DECmate displays the keystrokes that currently 


define that UDK (if any). At the end of this chapter is a list of the abbrevia- 


tions for keystrokes in a UDK definition. 


When you define a UDK, the rules for using the DECmate keyboard 
change. For instance, pressing Gold MENU does not return you to a menu. 
Instead, Gold MENU becomes part of the definition of the UDK. 


When you type in the first keystroke of the UDK, any previously defined 
UDK is deleted. You see each keystroke abbreviated on the screen. To pre- 
vent confusion, DECmate separates each key’s name from other key names 
by spaces, and spells out spaces created by pressing the space bar as 
“Space.” For instance, if you type the words Back up and then press 
RETURN, you see: 


BoaockK Space u P Return 
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This inserts the words Back up and a hard return in the document. If you 
press the BACK UP and RETURN keys, however, you see: 


Backup Return 


This moves the cursor back one character and inserts a hard return in the 
document. 


The total number of keystrokes stored in all ten UDKs may not exceed 224. 
Including too many keystrokes in one UDK may mean you cannot define 
other UDKs. If you try to include too many keystrokes, you get the follow- 
ing system message: 


No more room for characters+ Press Gold MENU to recall the 
Mentts 


The only two key sequences you cannot put in the definition of a UDK are: 


e Gold HALT 
e The UDK you are defining 


These two key sequences have special uses. 


Pressing Gold HALT ends the definition of the UDK. Pressing Gold HALT 
as the first keystroke leaves the UDK the way it was defined. In either 
case, pressing Gold HALT returns you to the Main Menu. Or, if you were 
editing a document, pressing Gold HALT returns you to the Editor Menu. 


Erase Keystrokes 


Invoking the UDK you are defining (for instance, pressing Gold 3 when you 
are defining UDK 3) rubs out the last keystroke you included in the defini- 
tion. This is the only editing command available when defining a UDK. Use 
it to erase your mistakes. Pressing the usual editing keys, such as BACK 
UP or RUB CHAR OUT just makes DECmate include those keystrokes in 
the UDK. 


If you make significant errors while defining the UDK, the best thing to do 
is usually to press Gold HALT to end the definition. Try defining the key 
again, or erase the incorrect definition, as explained earlier in this section. 
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Nesting UDKs 


Including one UDK inside another is called nesting. 


Although a UDK cannot invoke itself, it can invoke a different UDK. For 
instance, the definition of UDK 3 cannot contain Gold 3, but it can contain 
Gold 5. When you press Gold 3, DECmate processes the keystrokes in the 
definition of UDK 3. When it reaches Gold 5, DECmate takes keystrokes 
from UDK 5, then returns to UDK 3 and takes the remaining keystrokes in 
that UDK. 


You might define UDK 3 as follows: 


GOLD:5 GOLD:5 GOLD:5 GOLD:5 GOLD:5 GOLD:5 GOLD:5 GOLD:5 
GOLD:5 GOLD:5 GOLD:5 GOLD:5 GOLD:5 GOLD:5 GOLD:5 GOLD:5 
GOLD:5 GOLD:5 GOLD:5 GOLD:5 GOLD:5 GOLD:5 GOLD:35 GOLD:5 


This tells DECmate to process the keystrokes in UDK 5 twenty-four times. 
Each time, after DECmate returns from UDK 5, it takes the next keystroke 
from UDK 3. In this example, that keystroke invokes UDK 5 again. 


The definition of Gold 5 in the above example might itself invoke other 
UDKs, such as Gold 2. DECmate remembers that it must return to and fin- 
ish UDK 5, then return to and finish UDK 3. A UDK can invoke another 
UDK, and so on, up to ten levels deep. A UDK could therefore nest all nine 
remaining UDKs in its definition. 


Even when UDKs are nested, a UDK still cannot invoke itself. Therefore, a 
UDK should not invoke other UDKs that invoke the original UDK. If you 
define and try to use such a UDK, DECmate executes whatever keystrokes 
it can and then cancels the UDK. 


Use a UDK 


e To invoke a UDK, press Gold and the appropriate number key. 


UDKs can be used at any time. (Abbreviation or library documents are used 
only when you are editing a document.) 


Invoke a UDK by pressing Gold and then one of the number keys (0-9). 
Instead of calling up text, a UDK calls up a predefined sequence of 
keystrokes. 
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For instance, suppose UDK 1 is defined as: 


_ ( F | ( F } RETURN RETURN (e } ( s } RETURN 
4 


GOLD KEY MK-00632-01 


If you are editing a document and you press Gold 1, then DECmate acts as 
though you pressed the Gold key and then the F key to file the document. 
Then DECmate acts as though you typed P and pressed RETURN twice. 
This part of the UDK becomes a print command. Then DECmate acts as 
though you typed YES and pressed RETURN, telling DECmate that the 
current print settings are correct. By defining this UDK, you could tell 
DECmate to print a document simply by pressing Gold 1. 


If you were at the Main Menu, pressing Gold 1 would generate the same 
keystrokes, but they would have a different effect. Since there is no docu- 
ment displayed that can be filed, pressing Gold 1 causes the system to sound 
the beeper. The display changes to show several system messages in succes- 
sion. The last message displayed would be: 


TyPing "“yes" has no meaning here. Try again. 


If you try to invoke a UDK that is not defined (contains no stored key- 
strokes), nothing happens. The system does not sound the beeper. 


Change a UDK 


e¢ To look at the current definition of a UDK, type DK from the 
Main or Editor Menu, a space, and the number of the UDK. When 
finished looking at the UDK, press Gold HALT. 


e To redefine a UDK, type DK, a space, and the number from the 
Main or Editor Menu. When DECmate displays the UDK’s old defi- 
nition, type the new keystrokes to be included in the UDK. After 
the last key, press Gold HALT. 


e To erase a UDK and put nothing in its place, type DK from the 
Main or Editor Menu, a space, and the number of the UDK. Press 
any key to insert a new keystroke. Press Gold and the number of 
the UDK that you are defining to rub out the keystroke just typed. 
Press Gold HALT. 
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To erase a UDK and put nothing in its place, type DK from the Main or 
Editor Menu, a space, and the number of the UDK. Press any key to insert 
a new keystroke. This erases the old definition of the UDK. Press Gold and 
the number of the UDK that you are defining (such as Gold 3) to rub out 
the keystroke just typed. Now the new definition contains no keystrokes. 
Press Gold HALT. 


Cancel a UDK Operation 


e To cancel a UDK while it is processing, press Gold HALT. 


Although you cannot include Gold HALT in a UDK, you can use it to cancel 
the UDK. Any keystrokes processed up to that point are already in effect. 


Gold HALT has different effects, however, depending on what operations the 
UDK invokes. For example, if you press Gold HALT while the UDK is 
doing list processing, you get a message prompting you to press Gold MENU 
to recall the Main Menu. 


Sometimes DECmate sounds the beeper when it encounters a problem dur- 
ing a UDK operation. For instance, perhaps you typed the wrong keystrokes 
into the UDK. Depending on the type of problem encountered, DECmate 
might return you to the Main Menu or display a system message. Any key- 
strokes processed up to that point take effect. 


If your UDK does not complete an operation, you may have defined a UDK 
that invokes itself. See Nesting UDKs, earlier in this chapter. 


How Keystrokes are Displayed 


Alphabetic and numeric characters display exactly as they are typed, upper- 
case or lowercase. Other keystrokes are displayed as abbreviations. See 
Table 15. 


The SHIFT key by itself does not show as an abbreviation in a UDK. 
Instead, the key pressed while the SHIFT key is held down prints, for exam- 
ple, @ for SHIFT 2. 
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Similarly, the LOCK key does not show as an abbreviation on the UDK dis- 
play. But it has its usual effect of making alphabetic characters uppercase. 


Do not use the Special Function Keys from the keystrip at the top of the 


keyboard. 


Table 15 Keystrokes in UDKs 


Keystroke(s) 


ADVANCE 
BACK UP 
BOLD 

CTRL Rubout 
CUT 

DEL CHAR 
DEL WORD 
FIND 

HYPH PUSH 
INSERT HERE 
LINE 

NEXT SCREEN 
PAGE 

PARA 

PASTE 

PREV SCREEN 
REMOVE 
RETURN 
Rubout 

SEL 

SELECT 

SENT 

Space 

TAB 

TAB POS 
UNDER LINE 
UPPER CASE 
WORD 

ae 

& 

. 4 

B 

a 

Gold ABBRV 
Gold ADVANCE 
Gold BACK UP 
Gold BOLD 


Displays As 


Advanc 
Backup 
Bold 
Rubwrd 
Cut 
Delchr 
Delwrd 
Gold:, 
Hypush 
Paste 
Line 
Nextsc 
Page 
Para 
Paste 
Prevsc 
Cut 
Return 
Rubchr 
Sel 

Sel 
Sent 
Space 
Tab 
Tabpos 
Under 
Upper 
Word 
xe 

Up 
Down 
Advance 
Backup 
GOLD:= 
G-Adv 
G-Back 
G-Bold 


(continued) 
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Table 15 Keystrokes in UDKs (Cont.) 


Some keystrokes have the same abbreviation in a UDK because they per- 
form the same function. See Table 5, Editing Keypad Gold Key Commands. 


234 


Keystroke(s) 


Gold BOT DOCMT 
Gold CENTR 

Gold CMND 

Gold CONT SRCH 


Gold CONT SRCH & SEL 


Gold CTRL Rubout 
Gold CUT 

Gold DATE & TIME 
Gold DEAD KEY 
Gold DEL CHAR 
Gold DEL WORD 
Gold FILE DOCMT 
Gold GET DOCMT 
Gold HALT 


Gold HYPH PULL 
Gold LIBRY 

Gold MENU 

Gold NEW PAGE 
Gold PAGE 

Gold PAGE MARKER 
Gold PARA MARKER 
Gold PASTE 

Gold PRINT HYPH 
Gold REMOVE 

Gold REPLC 

Gold Rubout 

Gold RULER 

Gold SPACE 

Gold SRCH 

Gold SUB SCRIPT 
Gold SUPER SCRIPT 
Gold SWAP 

Gold TOP DOCMT 
Gold UNDER LINE 
Gold UPPER CASE 
Gold VIEW 

Gold @ 

Gold ¥ 

Gold @# 

Gold » 


Displays As 


Gold:B 
Gold:C 
Gold:{ 
Gold:. 
Gold:/ 
Rubsen 
G-Cut 
Gold:\ 
Gold:D 
G-Del 
G-Del 
Gold:F 
Gold:G 
Not possible to include. 
Terminates definition. 
Hypull 
Gold:L 
Gold:M 
Gold:N 
G-Page 
Gold:P 
Parmrk 
G-Pste 
Gold:- 
G-Cut 
Gold: 
Rublin 
Gold:R 
G-Spce 
Gold:, 
Gold:A 
Gold:Q 
Swap 
Gold:T 
G-Undr 
G-Uppr 
Gold: V 
G-Back 
G-Adv 
G-Left 
G-Rght 
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Viewing Text 


This chapter discusses: 


e What you see when you view text 


When you are creating or editing a document, you usually do not see all of 
the instructions that format the printed text on the screen. Some characters, 
such as centering marks, are not visible during normal display. Similarly, 
the display cannot show you subscripts and superscripts at the line level 
they appear in the printed document. 


To see all the format markers in a document you are editing, press Gold 
VIEW. This puts you in the view mode, where you can see: 


1 The document’s invisible characters 
2 Superscript or subscript characters 


3 The type of hyphen used 
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View Mode 


e To enter view mode, press Gold VIEW while editing a document. 


e To advance the display in view mode, press the LINE distance 
key on the Editing Keypad. 


e To return to editing from view mode, press Gold VIEW again. 


To display your text in view mode, press Gold VIEW. The bottom twelve 
lines of the screen change to the view mode format. Each line of text now 
uses two lines of the display; the bottom twelve lines now fill the screen. 


In view mode, you see each line of text plus some symbols. These symbols 
(described in Tables 16 and 17) may be on the same line as the text or on 
the line below it. The cursor can be anywhere on the bottom line when you 
press Gold VIEW. You can still see the blinking cursor in view mode. 


If you want to look at text not displayed, press Gold VIEW to return to edit- 
ing mode. Move to the text you want, then press Gold VIEW to re-enter 
view mode. 


The only way to advance the display while remaining in view mode is to 
press LINE to examine successive lines of text. You cannot back up the dis- 
play while remaining in view mode. 


To return to the normal display and resume editing, press Gold VIEW 
again. Or you can press any key except LINE. As well as returning you to 
the normal display, the key you press performs its normal function. 


Spaces in View Mode. Spaces created by pressing the space bar are not 
marked in view mode by any special symbol. Spaces between words in a 
normal display look just the same in view mode. Unnecessary spaces are 
only visible in view mode by careful observation. For example, the third line 
of this table uses spacing instead of tabbing: 


C 
1. Teeee Senate APProval FR 

C 
a re House Approval RR 


; ; C 
3. A Committee Recommendation RFR 


5 spaces 
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View Mode Symbols 


The special symbols used in view mode are discussed in Tables 16 and 17. 


NOTE: You can superscript and subscript a composite character. However, 
you cannot see the superscripting or subscripting in view mode. 


Word-wrap returns and soft spacing are format markers that DECmate may 
automatically add and remove as you edit text and change line lengths. 


Table 16 View Mode Symbols 


Symbol 


k 


O 


> 


a 


se) 


Stands For 


Hard return 
Word-wrap 
return 

Tab mark 
Soft spacing 


Nonbreaking 
space 


Paragraph 
indent 


Centering 
mark 


Superscript 


Bolded 
superscript 


Subscript 


Bolded 
subscript 


End of text 


Explanation 


You pressed the RETURN key. 

DECmate word-wrapped text from this point to the 
next line. 

You pressed the TAB key. 


DECmate inserted soft spacing: 1) to indent a left 
margin; 2) to move tabbed text to a tab stop; or 3) to 
center a line. 


You pressed Gold space bar. 
You pressed Gold PARA MARKER. 
You pressed Gold CENTR. 


You pressed Gold SUPER SCRIPT. 


You pressed Gold SUPER SCRIPT with the cursor 
over a bolded character. 


You pressed Gold SUB SCRIPT. 


You pressed Gold SUB SCRIPT with the cursor over 
a bolded character. 


DECmate uses this symbol to mark the end of the 
document. 
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Hyphens in View Mode 


Since some hyphens are invisible, DECmate also uses a special character in 
view mode to show the positions of hyphens. The examples in Table 17 show 
the three types of hyphens in view mode. 


Hyphenation is discussed in Chapter 8. 


Table 17. View Mode Hyphen Display 


Display Stands For Explanation 


555-1212 Nonbreaking hyphen You pressed the hyphen (—) key. If this 
word does not fit on a line, DECmate moves 
the entire word (including hyphen) to the 
start of the next line. The hyphen is always 
visible during editing. 


two-thirds Breaking hyphen You pressed Gold PRINT HYPH. If this 
/ word does not fit on a line, DECmate has 
the option of moving thirds to the start of 
the next line. The hyphen is always visible 


after the o. 
compound Invisible hyphen (Between the letters m and p.) 1) You 
/ pressed Gold PRINT HYPH with the 


SHIFT key down. Or 2) you once used 
HYPH PUSH to hyphenate the word. If 
this word does not fit on a line, DECmate 
has the option of moving pound to the start 
of the next line. Only then does the hyphen 
become visible. In view mode, a word bro- 
ken at its invisible hyphen looks like this: 


com- 
/ 
Pound, 


The slash indicating the invisible hyphen 
still appears under the m. Contrast this 
with the breaking hyphen display. 
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Chapter 8 
Chapter 5 
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SET-UP 


SET-UP lets you change DECmate’s terminal characteristics: the way 
DECmate displays text on the screen and the way the keyboard responds. 
When you press the SET-UP key from the Main Menu, DECmate displays 
the Terminal Characteristic Set-Up Menu (see Figure 17). The individual 
menu selections are discussed below. 


SET-UP also lets you change system diskettes without turning off your 
DECmate. The new system diskette does not have to be a Word Processing 
system diskette. 


selecting Settings 


When you press the ADVANCE and BACKUP keys on the Editing Keypad, 
one menu item after another blinks. If you want to select a menu item, 
press ADVANCE and BACKUP until the item blinks, then press the SEL 
key on the Editing Keypad. The item you have selected is now displayed in 
reverse video. 


When you are done, press the ENTER key or the RETURN key to return to 
the Main Menu. If you press the ENTER key, the system records the new 
settings on the system diskette and uses them until you change them again. 
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SET-UP 


oboe MoE Ne 9 C ORPAIR OA Sie IR St Lice Sea seP Mee Ne 


Cursor Style Block Underline 
Cursor Visibility Visible Invisible 
Scrolling Jump Smooth 
Screen Mode Normal Reverse 
Keyclick ON OFF 


Terminal Mode is set to a DECmate II and may be changed in the 
SO (System Options) Menu, 


The Printer is set to 4800 baud, 
Communications is set to 300 baud, 
Baud rates may be changed in the SO CC (Communications Settings) Menu, 


Press ADVANCE or BACKUP to step through the selections» 

SEL to select a terminal characteristic» 

RETURN to leave this menus using characteristics until next SETUP» 
ENTER to leave this menus fixing characteristics until next SETUP» 
DO to use a new system diskette, 


Figure 17 The SET-UP Menu 


If you press the RETURN key, DECmate uses the new settings until you 
turn the system off or until you press SET-UP again. When you press 
SET-UP again, the settings go back to their previous values. 


Cursor Style 


If you select Block, DECmate displays the cursor as a solid rectangle: @f. If 
you select Underline, DECmate displays the cursor as an underscore:_. 


Cursor Visibility 


If you select Visible, DECmate displays the cursor. If you select Invisible, 
DECmate does not display the cursor. WPS requires a visible cursor. 
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scrolling 
If you select Jump, DECmate displays each new line of text all at once, 
causing all the other lines to jump up. If you select Smooth, DECmate rolls 
id the text slowly and smoothly up the screen. 
wad screen Mode 
If you select Normal, DECmate displays white characters on a black back- 
ground. If you select Reverse, DECmate displays black characters on a 
a white background. 
i Keyclick 
If you select ON, the keyboard clicks when you press a key. If you select 
pon OFF, the keyboard does not click as you type. 
Terminal Mode 


This setting controls the way DECmate communicates with other machines. 
To change the terminal mode, go to the Main Menu and type SO to reach 
the System Options Menu. For more information on terminal mode, see 
Using Communications. 


— Baud Rates 


These settings control how fast DECmate communicates with the other 

ita machines. To change the baud rates, go to the Main Menu, type SO to 

a reach the System Options Menu, then type CC to reach the Communication 
Settings Menu. For more information, see Using Communications. 


Changing System Diskettes 
es If you want to change system diskettes, take out the old system diskette, 
put in the new one, close the drive door, then press the DO key. DECmate 
ini starts using the new system diskette. 
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Winchester Hard Disk 


DECmate’s Winchester hard disk is an option you can install in your 
DECmate system box to increase your system capacity. A Winchester disk 
is made of hard plastic or aluminum, and comes sealed in its own housing. 


The Winchester hard disk functions in much the same way as your diskette 
drives. You can create documents on the disk, print them, back them up, 
and so on. You will find that some word processing functions are slightly 
different, but using the Winchester is as easy as using diskettes. 


The following chart compares a hard disk to flexible diskettes. 
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Flexible Diskettes 


Protection — subject to dust 
and fingerprints — occasion- 
ally goes bad, producing 
errors. 


Capacity — a single diskette 
holds 150 pages. 


Security — you lock your per- 
sonal diskette away. 


Access — you access a diskette 
with a drive number. 


Initialization — you initialize 
your diskette before use. 


Hard Disk 


Protection — sealed from dust 
and fingerprints — extremely 
low error rate. 


Capacity — a hard disk equals 
10, 20, or more diskettes, 
depending on the size of your 
Winchester. Holds 1500, 3000, 
or more pages. 


Security — you use passwords 
to safeguard your documents. 


Access — you access your vol- 
umes with a device number. 


Initialization — you initialize 
your volume before use. 


This appendix explains how to use the Winchester drive. Sections include: 


How word processing works on a Winchester 


Information on installing the Winchester hardware 


Installing the Winchester software (the Master Menu) 


Word processing with your Winchester 


Other Winchester functions 


More information about your Winchester 


How Word Processing Works on a Winchester 


DECmate can use a Winchester with many different applications. This 
appendix deals only with word processing on a Winchester. 


For word processing, you divide the blank Winchester disk into areas 
(called volumes) that are equivalent to 5 inch diskettes, and prepare these 
volumes to receive word processing data. Figures 18 shows a Winchester 
that has been partially allocated into volumes. 
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MK-01403-00 
Figure 18 Allocated Volumes 


A Winchester has a capacity measured in megabytes (millions of bytes, or 
characters). Winchester disks vary in size; they can be 5, 10, or 20 megabyte 
disks. A 10 megabyte system is equivalent to about 20 flexible diskettes. 


You use the Master Menu to divide your Winchester into volumes of 400 
kilobytes each (one kilobyte equals 2 WPS blocks). This division process is 
called allocating volumes. 


Once you have allocated your volumes, you move to word processing. There 
you assign device numbers to the volumes. A device number is roughly the 
same as a drive number; in effect, you have extra drives. So, when your 
system is set up, you could have a list like the following: 


e Drive 0 contains your system diskette 
e Drive 1 contains a document diskette 
e Device 2 points to Volume 2 (on the Winchester) 


e Device 3 points to Volume 3 (on the Winchester) 


e Device 7 points to Volume 7 (on the Winchester) 


Figure 19 shows how devices point to volumes on the Winchester. 
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Devices 


MK-01404-00 
Figure 19 Devices Assigned to Volumes 
After assigning the device numbers to your volumes, you need to initialize 


the volumes as you would a diskette (the first time only). The volumes can 
then receive word processing documents. 


From then on, using a Winchester is similar to using diskettes. 


Information on Installing the Winchester Hardware 


Is Winchester Hard Disk Already Installed? 


Your Winchester may already be in place, but it may or may not be visible. 
There is a detachable panel, center front of the system box, that the 
installer can remove to expose the Winchester. If this panel has been 
removed, the Winchester is visible as a black box with a red light. 
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If your DECmate still has a gray panel covering the Winchester, you can 
easily determine if your DECmate has a Winchester drive. From the Main 
Menu, type MC (Maintenance Menu) and press RETURN. The following 
menu displays: 


-- MAINTENANCE MENU -- 


A = Activate optional features 
S | | 
_ B = Make BACKUP copy of your diskette or volume 
C = Copy document 
iil = . + ° Mi ’ 
D = Initialize a document diskette or volume 
S = Initialize a diskette and copy system only 
maa YW = Verify structure of diskette or volume 
W = Enter Winchester maintenance menu 
i) Type the letter(s) and press RETURN» 
OR Press Gold MENU to recall the Main Menu, 
| The last selection (W) displays only if you have a Winchester. 
or) e 8 a 
| lf Winchester Hard Disk is nof Installed 
= This appendix cannot provide all the details for installing your Winchester 
| hard disk. For that information, see DECmate II Hard Disk Subsystem 
Installation Guide. 
= 


Installing the Winchester Software (The Master Menu) 


This section explains briefly how to install the Master Menu onto your 
Winchester. Master Menu lets you perform maintenance functions for your 
= hard disk. The procedures listed here are not given in detail; for more infor- 
| mation, refer to Master Menu User’s Guide. 
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Prepare your Winchester for word processing with the following steps: 
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Install the Winchester in your DECmate II according to the manual 
included with your Winchester drive unit. 


Install the DECmate II Master Menu program on your Winchester 
drive. Follow these steps: 


a Turn DECmate ON. Insert the Master Menu Installation Disk- 
ette into drive 0 and close the door. The DECmate II Master 
Menu Install Diskette screen displays. 


b Type INST (Install Master Menu System on your Hard Disk) and 
press DO. A countdown displays as DECmate copies the program 
from the flexible diskette onto your Winchester. 


c The DECmate II Master Menu Install Diskette screen displays 
again. Type QUIT and press DO. 


The User Selection Menu displays. Remove the system diskette from 
drive 0, then press REMOVE and DO. 


DECmate determines that there is no system diskette in drive 0. It 
then looks for software on the Winchester, and activates that. The 
Master Menu Set System Date screen displays. Enter the current 
date, including slashes, in the format indicated (either mm/dd/yy, 
dd/mm/yy, or yy/mm/dd) and press RETURN. 


The Master Menu Fixed Menu displays. (When an item is “fixed”, it 
means that you cannot customize this function — it is a permanent 
part of the Winchester software.) One such fixed function is HD — 
DECmate II Hard Disk Services. 


From the Master Menu Fixed Menu, type HD and press DO. The 
Hard Disk Services menu displays. 


Type A (Allocate a new volume) and press DO. Allocating volumes 
is a process whereby you divide the large area on the Winchester 
into smaller sections (volumes) about the size of a diskette. 


NOTE: Since you are setting up your system for the first time, 
DIGITAL suggests you keep it simple. These instructions will show 
you how to allocate 6 volumes of a certain size and usage, with names 
and simple passwords. 
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Winchester Hard Disk 


Answer the prompts with the following: 


Volume name: Name the first volume VOLUME2 (all upper 
case). 


Usage: WPS. 


Size (in kilobytes): 400. This is approximately the size of one 
RX50k diskette. Any size larger than 400 will be wasted space. 


Passwords: Passwords prevent other people from accessing the 
documents you have entered on your Winchester. Passwords are 
optional. 


For no password, press RETURN, or type 0 and press RETURN. 


To use a password, enter a number between 1 and 65,535. Use a 
number that is easy for you to remember, but impossible for any- 
one else to guess. Make a note of your passwords and put it away 
in a safe place. 


Press DO. A status line displays to tell you the volume has been 
allocated. Press the MAIN SCREEN key (the 4th key in the 
second block at the top of the keyboard) to return to the Master 
Menu. 


> Repeat this procedure, naming each subsequent volume VOLUME3, 
VOLUME4, up to VOLUME?7. 


6 Having allocated volumes on the Winchester, use the Setup Menu to 
access WPS. Press the SET-UP key. As the screen instructs, insert 
your WPS system diskette, press REMOVE, then DO. DECmate 
activates the WPS software. Going through the Setup Menu lets you 
switch back and forth between WPS and Master Menu. 


You are now ready for word processing with your Winchester. Go on to the 
next section. 
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Word Processing with Your Winchester 


Once you have allocated the necessary volumes, you must perform the fol- 
lowing steps at the start of every Winchester work session. 


4 Turn ON your DECmate and insert your word processing system 
diskette into drive 0. 


2 From the Main Menu, type MC and RETURN to enter the Mainte- 
nance Menu. The last selection is W — Enter Winchester mainte- 
nance menu. 


3 Type W and RETURN to enter the Winchester Maintenance Menu, 
which displays as follows: 


-- WINCHESTER MAINTENANCE MENU -- 
AVY = Assign a volume 

DV = Deassign a volume 

LY = List of assigned volumes 

SY = Show all volumes 


Type the letters and press RETURN» 
OR press Gold MENU to recall the Main Menu, 


The Winchester Maintenance Menu lets WPS use the Winchester 
drive. Assign links numbers to your allocated volumes; deassign un- 
links the numbers. The List and Show selections show what you 
have assigned and what is available. 


4 Type SV to read the names of all the volumes existing on the 
Winchester. You may want to write them down, or press Print 
Screen for a hardcopy list. 


A list similar to the following displays: 


Device Volume Name Size in blocks Device Volume Name Size in blocks 


VOLUMEZ B00 VYOLUME4 BOO 
VOLUMES BOO 


Press RETURN to return to the Winchester Maintenance Menus 
OR press Gold MENU to return to the Main Menu. 
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5 Assign a volume. You have divided the Winchester into volumes; 
now you will be able to enter documents into them. To access the 
documents in a volume, you specify a device number to point to each 
volume. Type AV and press RETURN, and answer the prompts: 


a Assign a device number 
DECmate first asks you for the device number you want to 
assign; device numbers correspond roughly to drive numbers. 
You can use device numbers 1 through 7, but for now, DIGITAL 
suggests you start at number 2. (This eliminates confusion with 
diskette drive 1). 


Type the device number vou want to assign 
and press RETURN. 


Press RETURN to return to the Winchester Maintenance 
Menus OR Press Gold MENU to return to Main Menu, 


DECmate gives you an error message if the number you enter 
has already been assigned. Enter 2 and press RETURN. 


b Enter the volume name 
DECmate next asks you for the name of the volume. This is the 
same name you gave the volume when you allocated it. 


Type the volume name you want to assign 
and press RETURN. 


Press RETURN to return to the Winchester Maintenance 
Menus OR Press Gold MENU to return to Main Menu, 


DECmate gives you an error message if the volume name you 
enter has already been assigned. Enter VOLUME2 and press 
RETURN. 


c Enter passwords 
This prompt does not appear if you did not include a password 
when you allocated the volume in Master Menu. 


DECmate asks you first for the read password. 
Enter your read password and press RETURN, 


Press RETURN to return to the Winchester Maintenance 
Menus OR Press Gold MENU to return to Main Menu, 
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Type your password and press RETURN. 
DECmate then asks you for the write password. 


Enter your write Password and press RETURN. 


Press RETURN to return to the Winchester Maintenance 
Menus OR Press Gold MENU to return to Main Menu, 


If you type either an incorrect read or write password, DECmate 
returns you to the Winchester Maintenance Menu. 


After you enter both passwords, DECmate displays a status line 
similar to the following: 


Device 2 now Points to VOLUME2 


Press RETURN to return to the Winchester Maintenance 
Menus OR Press Gold MENU to return to Main Menu, 


Repeat the steps to allocate the rest of your volumes. Enter 
device numbers 3 through 7 and assign them to volumes 
VOLUMES through VOLUME?7. 


When you are finished, press RETURN to return to the Winches- 
ter Maintenance Menu, or press Gold MENU to return to the 
Main Menu. 


6 Type LV and press RETURN to read the list of volumes that have 
been assigned. You may want to keep a list of these volumes handy; 
press PRINT SCREEN to produce a printed copy of the list. 


A list similar to the following displays: 


Device Volume Name Size in blocks Device Volume Name Size in blocks 


2 VOLUMEZ2 B00 4 VOLUMEG B00 
3 VOLUMES 800 


Press RETURN to return to the Winchester Maintenance Menu» 
OR Press Gold MENU to return to the Main Menu, 


252 


Winchester Hard Disk 


7 The first time you create a volume, you need to initialize it, just as 
you do with a diskette. From the Main Menu, type MC and press 
RETURN to enter the Maintenance Command Menu. Type D (Ini- 
tialize a document diskette or volume) and press RETURN. At the 
prompt, specify the device number for the volume that you need to 
initialize. (As with diskettes, if you reinitialize a volume with exist- 
ing information, that information is wiped out.) 


Your Winchester is now ready for work. The volumes you have assigned 
will remain assigned until you deassign the volume, turn your DECmate 
off, or type the Finished (F) option from the Main Menu. 


You use the volumes on your Winchester exactly as you would a diskette: 
you can create, edit, print, and so on. Simply include a device number when 
you specify a document, for example: 


c 7.Weekly report 
the Create function 
the device number of the volume 


the name of your document 


8 When you have finished your editing session, type F (Finished) from 
the Main Menu. 


Other Winchester Functions 


Winchester Maintenance Menu 


Deassign a Volume 


Deassigning is similar to removing a diskette from a drive and locking it 
away. To access that volume again, you must “unlock” it by entering your 
passwords. Deassigning does not remove any data from your documents. It 
merely removes the pointers linked to the volumes. 


At the Winchester Maintenance Menu, type DV and press RETURN. 
DECmate asks you for the device number you want to deassign. 
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Type the device number vou want to deassign and press RETURN. 


Press RETURN to return to the Winchester Maintenance 
Menus OR Press Gold MENU to return to Main Menu, 


Enter the device number and press RETURN. DECmate displays a status 
line similar to the following: 


Device 5 now Points to VOLUMES. Are you sure you want to 
deassign this volume? (Y or N) 


Press RETURN to return to the Winchester Maintenance 
Menus OR Press Gold MENU to return to Main Menu, 


Enter Y(Yes) or N(No) and press RETURN. If you enter Y, the system 
deassigns that volume and displays a status line similar to the following: 


VOLUMES has been deassigned from Device 5, 


Press RETURN to return to the Winchester Maintenance Menu, 


If you press N, DECmate cancels the deassignment without changing 
anything and returns to the top of the menu. You can enter another device 
number to be assigned, press RETURN to return to the Winchester 
Maintenance Menu, or press Gold MENU to return to the Main Menu. 


(Word Processing) Maintenance Menu 


NOTE: The word processing functions in this section are common to 
DECmate using either diskette drives or a Winchester hard disk. The differ- 
ences listed are in the methods employed when using a Winchester. 


Make a Backup Copy of Your Diskette or Volume. The only difference 
in making a backup copy of a Winchester volume is that you copy a volume 
on the Winchester disk to another section on that same Winchester disk. 
You can also copy the Winchester volume to a diskette, and then remove 
and store the diskette. Or you can copy from a diskette onto the Winchester. 


NOTE: If you back up a Winchester volume onto a diskette using the Master 
Menu utility, you cannot read that diskette — it serves only as storage. To 
read the information on that diskette, you must use the Master Menu Restore 
utility. 


Follow the instructions on the screen as you would to back up two diskettes. 
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Copy Document. This function works the same as with diskettes. Follow 
the instructions on the screen. 


Verify the Structure of Diskette or Volume. Verifying a volume on a 
Winchester is the same as verifying a diskette. However, while diskettes 
occasionally go bad or are damaged, the chances are very slight that the 
Winchester will ever go bad. If the Verify routine shows you have a large 
area of your Winchester that is bad, refer to the Master Menu documenta- 
tion for possible solutions. The Master Menu lets you mark a bad block to 
prevent its future use. 


More Information About Your Winchester 


Your Winchester hard disk has many more capabilities than are detailed in 
this appendix. Review your Master Menu documentation to learn how to 
best use your Winchester for word processing and other applications. 
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Italicized words are also entries in this glossary. 


abbreviation document 


A document where frequently used words and phrases can be stored. 
Each entry is identified by a two-character abbreviation, used to invoke 
the stored text. Compare library document. 


activate 


To enable an optional feature on the system diskette. 
advance 


To move the cursor forward with the @& key or the ADVANCE key 
and/or the distance keys. 


25/ 


Glossary 


application 


A specific task that can be performed using word processing basic soft- 
ware and sometimes the optional features. For example, a mailing list 
application might use List Processing to create letters to a specific audi- 
ence, selected on the basis of some field in the list processing record, 
such as age or gender. 


Arrow Keypad 


The small group of keys to the immediate right of the main keyboard. 


ASF 


See automatic sheet feeder. 


asterisk 


The symbol *, which marks a selected document in an index. The BACK 
UP and ADVANCE keys move the asterisk up and down the list. By 
moving the asterisk to a document name, you can specify a document 
without typing its name. 


automatic Gold PAGE 


An option on the Editor Menu that automatically divides a document 
into pages of a specified number of lines while the document is dis- 
played. PAGE MARKERs are inserted as the text scrolls up the screen. 


automatic pagination 
A print setting that automatically divides a document into pages of a 
specified number of lines while the document is printing. 

automatic sheet feeder 


(ASF) An accessory for the letter quality printer that feeds individual 
sheets of paper from two different trays to the printer. 
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back up 


1. To move the cursor backward with the @ key or the BACK UP 
key and/or the distance keys on the Editing Keypad. 


2 To make copies of documents or software for safekeeping, in case the 
original is inadvertently destroyed. 


backup 


A duplicate of a document or diskette or disk. In case the document is 
deleted or the diskette is damaged, a copy still exists. 


basic software 


The instructions on the system diskette that allow DECmate to perform 
word processing. 


beeper 


A warning tone produced by the word processor under certain condi- 
tions, such as when the printer stops. 


bidirectional 


Capable of moving in both directions. Certain paper tractors on letter 
quality printers can move paper forward or backward. The print element 
that contains the printwheel prints right-to-left and left-to-right. 


block 


A quantity of storage space on diskette equivalent to about 512 
characters. 


block map 


A display on the screen that illustrates the areas on a diskette that are 
used to store text, and whether the blocks are readable and structured 
correctly. 
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bold 
To print text darker than normal. Bolded text appears extra bright on 
the screen. The printer produces bolded text by striking each character 
twice or by shadow printing. 

bottom margin 
The number of lines between the last line of text on a page and the 
bottom edge of the paper. 

breaking hyphen 
A hyphen used to join a compound word that may be divided at the end 
of a line, such as “cross-country.” 

capitalize 
To type text in capital (or uppercase) letters LIKE THIS, or to select 
text and make it capital letters using the UPPER CASE key. 

carbon ribbon 


A type of printer ribbon that produces better print quality than a cloth 
ribbon. A carbon (or Mylar”) ribbon must be replaced when the printer 
reaches the end of the ribbon. 


center 


To position a line of text an equal distance from the left and right mar- 
gins, or to position text so that the middle character of each line lies 
directly under the centering point in the ruler. 


centering mark 


An invisible character that forces the preceding text that is on the same 
line to be centered between the margins or at the centering point. A 
centering mark is also a line-end character. The cursor and any text fol- 
lowing move to the beginning of the next line. 


Mylar® is a registered trademark of DuPont Chemical Corp. 
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centering point 


A point in a ruler, indicated by C, around which the text on that line is 
centered. 


character 


1 A letter, digit, or symbol, produced by typing a key on the main 
keyboard. 


2 Invisible characters (such as a hard return or NEW PAGE mark) 
that take up storage space in a document, just as letters, digits, or 
symbols do. 


cloth ribbon 


A type of printer ribbon that can be reused, as opposed to a carbon 
ribbon. 


column 


1 A position for a character in a line. Maximum number of character 
positions is 158, when using wide rulers and wide paper. 


2 Vertically arranged blocks of text, usually separated by a column 
margin. Columns may be produced by the multicolumn command or 


by using tab marks. 


column margin 


The number of spaces separating the columns in multicolumn text. 


Communications 


The optional feature that allows a DECmate unit to send and receive 
characters or documents to and from another DECmate unit or a 
computer. 
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composite character 
A character produced by printing two or more characters on top of one 
another. The combined characters are replaced on the screen by the # 
symbol. 

compound word 
Two or more separate words joined together with a visible hyphen, such 
as “cross-country.” See breaking hyphen and nonbreaking hyphen. 

configuration 
The total equipment (drives, terminals, printers, and so on) of a particu- 
lar system. 

continuous-form paper 


A long roll of paper with pages perforated for separation. 


control command 


1 The marker that appears on the screen when Gold CMND is 
pressed. 


2 In general, the START and END CONTROL markers, the keyword, 


and any text that is typed between the START and END CONTROL 
markers. 


copy 


To make a duplicate of a document or diskette or disk, using the Copy 
maintenance command. Compare back up. 


create 


To name and start a new document. 
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creation date 


The date on which a document is created. Creation dates appear in the 
index only if the date has been entered at the Date/Time Menu. 
current ruler 
- The ruler in effect at any specific point in a document. 
— current text size 
The number of lines of text per page (not including top and bottom 
~ margins) that the user specified for a particular document. Compare 


standard text size. 


cursor 


A blinking indicator, shaped like a rectangle, showing where the next 
oe character typed will appear. 


cut 


To remove (or copy) a piece of text from a document using the CUT or 
REMOVE key. The text is copied into the paste area and can be rein- 
— serted into the document using the PASTE or INSERT HERE key. See 


paste. 


date and time stamp 


a The current date and time (as entered by the user at the Date/Time 
_ Menu and updated by the system) when inserted, or “stamped,” into a 
- document. 


Date/Time Menu 


The display that comes to the screen after you start up the system. You 
can enter a date and time or just press RETURN to go to the Main 


Menu. 
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DECspell 


The optional feature that allows DECmate to check spelling accuracy in 
a document. It prompts you to make corrections to words not found in 
DECmate’s spelling dictionary. 

decimal-aligned tab 
The column where the decimal points are aligned while the text (usu- 


ally numbers) is typed. Specified by “.” in the ruler. 


delete 


4 To remove a piece of text from a document. In some cases, the 
deleted text can be restored. Compare erase. 


2 To remote a document from a diskette or disk. The deleted document 
cannot be retrieved. 
destination diskette 
The document diskette that receives documents copied from another 
diskette. 
device number 


A number from 0 to 7 that identifies the volume you are using on a 
Winchester hard disk. You assign the number to a volume each time you 
restart the system. 


disk 
An inflexible, hard storage media permanently housed in the DECmate 


system box. The disk’s magnetic coating lets it store text and/or soft- 
ware. See Winchester. 
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diskette 


A flexible, round storage media unit permanently housed in a paper 
envelope. A diskette’s magnetic coating lets it store text and/or software. 
A diskette can be 51 inches wide or 8 inches wide. An eight-inch disk- 
ette can be single density or double density. 


display 


1 The text, menus, messages, and so forth, that appear on the 
terminal’s screen. 


2 Asa verb, to show on the screen, as in “The Main Menu is 
displayed.” 


displayed ruler 


The current ruler shown on the screen so that its settings can be 
changed, or a stored ruler called to the screen. 


distance key 


Any one of the blue keys on the Editing Keypad (PAGE, SENT, TAB 
POS, WORD, PARA, LINE, <>) that defines the distance the cursor 
can move in one keystroke. Using the distance keys in conjunction with 
other editing keys also defines text for bolding, cutting, or other special 
treatment. 


document 


The unit in which text typed by the user is stored on diskette. 


document destination 


A print setting that defines which printer should print the designated 
document. 


document diskette 


A diskette that contains only documents, not software. Contrast system 
diskette. 
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document name 
The name assigned to a document by the person who created it. This 
name (or the document number) must be used to refer to the document. 
document number 
A number assigned by the system to a document when it is created. No 
two documents on the same diskette have the same number. 
document number 1 


See index document. 


double density diskette 


A diskette that allows for storage of about 50% more characters than 


single density diskettes. All 5%-inch diskettes are double density; 8-inch 


diskettes can be double or single density. 


DP 


See draft printer. 


draft printer 
(DP) A printer that produces rough draft quality copies of documents. It 
is faster than the letter quality printer. 

drive 


The device that holds a diskette and through which the system reads 
text from, or writes text onto, the diskette. DECmate II comes equipped 
with RX50 drives. You may add RX01 or RX02 drives. See storage unit. 


edit 


To view or alter the text of an existing document. 
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Editing Keypad 


The small group of keys on the extreme right, containing editing keys. 
Compare main keyboard. 


editing keys 


The keys on the Editing Keypad that manipulate text, such as cutting 
and pasting paragraphs. 


Editor Menu 


A menu that contains options relevant to editing and is only accessible 
while creating or editing a document. 


embedded ruler 


A ruler that has been placed in a document by pressing RETURN after 
the ruler has been displayed (and usually changed). 


envelope 


When used in the context of multicolumn printing, this word means the 
space on a page reserved for one column, as defined in the control 
command. 


erase 


To delete text, using either 1) the RUB CHAR OUT, RUB WORD OUT, 
Gold RUB LINE, or Gold RUB SENT keys to remove text to the left of 
the cursor, OR 2) the DEL CHAR or DEL WORD keys to remove text at 
and to the right of the cursor. 


error message 


A screen message that DECmate displays when you type an incorrect 
response. It explains the problem and tells you what to do next. 
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feature 
Software that performs a specialized task. Features such as global 
search-and-replace are part of DECmate’s basic software. 

feature diskette 


A diskette that activates an optional feature. 


field 
The basic unit of information in a record. For example: 
<zip>03054 
In this example, the field name, enclosed in angle brackets, is “zip”; the 
field value is “03054.” 
file 


To store a document on diskette or disk for future use. 


footer 
Text printed in the bottom margin of printed pages, such as a document 
title, page number, or date. 

form document 


In List Processing, the document that contains text to be printed repeti- 
tiously. It also shows where to merge variable information from the list 
document. 


format 


1 In text, the layout of the page as determined by rulers, spacing, and 
highlighting. 


2 Asa verb, to organize the magnetic coating of a diskette so that the 
block structure is either single density or double density. 


268 


Glossary 


global search-and-replace 


A feature that locates every occurrence of a word or phrase defined by 
the user, deletes it, and in its place inserts new text also defined by the 
user. 


go-to-page 


An advanced search feature that allows the user to quickly move to a 
specified page within a paginated document. 


go-to-ruler 


An advanced search feature that allows the user to move quickly to the 
next or previous ruler in a document. 


hard return 


A permanent line-end character, made by pressing RETURN, that forces 
the text that follows to the next line. Contrast word-wrap return. 


hardware 


The physical equipment of a word processing system. Compare software 
and storage media. 


header 


Text printed in the top margin of printed pages, such as a document 
title, page number, or date. 


Help Menu 


A menu that lists Help messages for the editing keys and Gold key func- 
tions, and reached by pressing HELP while editing a document. 


highlight 


To center, underline, bold, or capitalize text in a document. 
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horizontal shift 


A technique used to display text, typed on a wide ruler, that goes be- 
yond column 80. The text on the screen first compresses to display col- 
umns 1-132. If necessary, it then shifts left so that the text in the right- 
hand columns 27 to 158 is displayed. 


hyphen 


The character (—) used 1) at the end of a line to divide a word into two 
parts, or 2) between two words to join them into a compound word. See 
breaking hyphen, invisible hyphen, and nonbreaking hyphen. 


hyphenation zone 


The zone between the H (if any) in the ruler and the right margin. The 
system buzzes if it wraps a word that partially fits in the hyphenation 
zone. The user should consider hyphenating such a word. 


index document 


Document number 1, which contains the name and number of each docu- 


ment on the diskette. Contrast index of documents. 


index of documents 


The display that comes to the screen when the I option is selected from 
the Main Menu. It provides statistical information about the documents 
on the designated diskette. DECmate automatically updates and gen- 
erates the index. 


initialize 


To prepare a new diskette for use as a system diskette or document disk- 


ette, or to reset a diskette to its initial state so it can be reused. Initializ- 


ing a diskette erases any documents stored on it. 


insert 


To place text into a document. 
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invisible character 


Can be either 1) a character that is not visible during normal editing 
mode, such as a centering mark, but can be viewed in view mode as a 
symbol or abbreviation. Or 2) a character visible on the screen, such as 
a PAGE MARKER, that is not visible in the printed document. 


invisible hyphen 


An invisible character that tells the system where it may hyphenate a 
word if necessary. 


invoke 


To call a display to the screen or initiate a particular feature by 
selecting an option from a menu or pressing specific keys. 


justify 
To print a document with an even right edge. DECmate adds space be- 


tween words and/or characters to achieve flush right and left (blocked) 
text. Contrast ragged right. 


keyboard 


The part of the terminal with keys for typing text and instructions. 
Comprises the main keyboard, the Editing Keypad, the Arrow Keypad, 
and the Special Function Keys. 


keyword 


The first word after a START CONTROL marker in a control command, 
which tells the system how to handle the text affected by the control 
command. For example, TOP defines the text in a control command to 
be a header. 
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left margin 


The column where the start of each line is placed, as defined by certain 
characters in the ruler. In contrast, the printer left margin is moved by 
changing the printer margin (PM) setting. 


left-justified tab 


The column where the first character of tabbed text is aligned when the 
ruler contains a T. 


letter quality printer 


(LQP) The printer used to produce final copies of documents. It produces 
typed documents comparable in quality to that of a typewriter. Contrast 
draft printer. 


library document 


A document where frequently used paragraphs of text are stored. Each 
entry is identified by a short name, used to invoke the stored text. Com- 
pare abbreviation document. 


line-end character 


One of several invisible characters that forces the text that follows it to 
the next line. See hard return, centering mark, word-wrap return, and 
paragraph marker. 


line level 
The print position of a line of text. For example, subscripts are printed 
below line level; superscripts are printed above line level. 


list document 


A document of records typed in a particular format. In List Processing, 
selected records from the list document with variable information are 
merged with a form document. 
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List Processing 


The feature that produces many copies of a form document with certain 
information changing from one copy to the next. List Processing might 
be used to produce personalized form letters in a mailing campaign ap- 
plication. 


LQP 


See letter quality printer. 


main keyboard 


The largest group of keys, containing alphabetic and numeric charac- 
ters. Compare Editing Keypad. 


Main Menu 


The list of options displayed on the screen before and after tasks are 
performed. By typing one of the choices it lists, the user can create and 
manipulate documents or select features, such as defining user keys. 


maintenance commands 


Options available on the Diskette Maintenance Menu that manage disk- 
ette structure. See activate, back up, copy, format, initialize, and verify. 


manual pagination 


The process by which the user divides a document into pages by insert- 
ing PAGE MARKERs and NEW PAGE marks. Contrast automatic pagi- 
nation and automatic Gold PAGE. 


margin 


Space between the edge of the paper and the text (left margin, right 
margin, printer margin), or space between columns (column margin). 
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Math 
The feature that allows DECmate to perform mathematical computa- 
tions while you edit or run List Processing. 

media 


See storage media. 


menu 


A list of options from which the user selects an action or setting by typ- 
ing the corresponding letter or letters. 


message 


Information or cautions displayed by the system in response to your 
actions. For example, the Stop Printer Menu gives a message on printer 
status. 


multicolumn command 


A command to the system to print text in several columns. 


multicolumn printing 


The process of printing text in two or more columns, similar to a maga- 
zine layout, by using the multicolumn command. 


NEW PAGE mark 
An invisible character that always forces the text following it to the top 
of the next printed page. | 

nonbreaking hyphen 


A hyphen joining two parts of a word that must not be divided at the 
end of a line, such as a telephone number. Compare breaking hyphen 
and invisible hyphen. 
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nonbreaking space 


A space that joins two parts of a word that indicates the two parts can- 
not be divided at the end of the line, such as the word Mac Donald. 


one-time setting 


The print settings for number of copies (CP), first page printed (FR), and 
last page printed (TO). They reset to their initial values (CP 1, FR 1, 
TO 0) after a document is printed or filed. 


option 


Any one of the choices in a menu for the user to select. Usually indi- 
cated by a one- or two-character abbreviation. For example, the C option 
on the Main Menu. 


optional feature 


A feature purchased separately from the word processing basic software. 
DECmate offers DECspell and Graphics as optional features. 


overwrite 


To replace text in a document with new text. 


page 


The text printed on one sheet of paper by automatic pagination. The text 
between one NEW PAGE mark or PAGE MARKER and another NEW 
PAGE mark or PAGE MARKER inserted by manual pagination or auto- 
matic Gold PAGE or when using the go-to-page feature. 


page break 


The point at which one page ends and another begins, as determined by 
manual pagination, automatic Gold PAGE, or automatic pagination. 
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page-end mark 
Either a PAGE MARKER or a NEW PAGE mark. 


PAGE MARKER 


An invisible character that forces text following it to be printed on a 
new page if the print setting AP is NO. 


page size 
The total number of possible lines of text on a page (including text size 
and top and bottom margins). For example, the page size is 66 lines for 
11-inch paper, since there are 6 lines to the inch vertically. 


pagination 
The division of a document into pages, either automatically by the sys- 
tem during printing (automatic pagination) or as determined by com- 
mands previously inserted by the operator (manual pagination) or by 
DECmate (automatic Gold PAGE). 

paragraph 
Text preceded by either 1) two or more hard returns or 2) a paragraph 
marker. 

paragraph indent 
The column (indicated by a P in the ruler) where the system starts the 
first word after a paragraph marker. 

paragraph marker 


An invisible character that indicates the start of a new paragraph, and 


makes the system indent the first line of text following if a P appears in 


the ruler. 
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paste 


To insert the contents of the paste area into the document being typed or 
edited. The user must first cut text into the paste area. 


paste area 


The storage location where the most recently cut text is kept. The con- 
tents of the paste area remain unchanged until new text is cut or until 
you type F from the Main Menu. 


pitch 


The print setting by which the user specifies either the number of char- 
acters printed per horizontal inch or proportional spacing. 


print 


The command used to produce a printed copy of a document. If you spec- 
ify a document to be printed, the system sends your instructions and the 
document’s text to the printer, where the document is typed. 


Print Menu 


The menu that displays the print settings. 


print setting 


Any setting selected from the Print Menu options that controls the way 
a document is printed. 


printer 


The unit that produces a paper copy of a document. DECmate uses draft 
printers and letter quality printers. 
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printer margin 
A print setting that adds spaces to the left margin of a page when a 
document is printed. This prints the document farther to the right on 
the page. 

printwheel 
The wheel-shaped element in the letter quality printer that produces the 
printed characters. 

prompt 
A displayed message requesting a response or indicating what to do 
next. 

proportional spacing 
A print setting where wide characters (such as m) are given more hori- 
zontal room than narrow characters (such as i and 1). See pitch and 
THEME. 

pull 
To move characters from a hyphenated word at the end of the previous 
line down to the start of the current line. Reverses the effect of a push. 

push 
To move characters from the start of the current line back to the end of 
the previous line, creating a hyphenated word. 

ragged right 


Describes text with line endings printed as they are displayed, that is, 
with an uneven right edge. Contrast justify. 
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record 
A group of related fields in a list document, such as: 


<name>John Doe 
<addr>P.0. Box 1 
<city>Merrimack 
<state>NH 
<zip>03054 

<> 


In this example, the five fields contain information on a particular 
person. The diamond <> marks the end of the record. 


replace 


To make DECmate delete selected text in a document and add in its 
place text from the paste area. Used in conjunction with the continue 
search-and-select or global search-and-replace features. 


replacement character 


Any keyboard character selected by the user to be substituted by one of 
the two extra characters on the printwheel that are not accessible by the 
keyboard keys. While printing, the system replaces the specified charac- 
ter(s) with the extra character(s). Different printwheels have different 
extra characters. 


restore 


To reinstate deleted text by using Gold DEL CHAR or Gold DEL 
WORD. These gold key commands reverse the effects of RUB CHAR 
OUT, RUB WORD OUT, Gold RUB SENT, Gold RUB LINE, DEL 
CHAR, and DEL WORD. 


right margin 


The rightmost column in which a character may appear. Indicated by R 
or J in the ruler. 
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right-justified tab 


The column where the last character of tabbed text is placed, that is, the 
text will be aligned on the right. Indicated by > in the ruler. 


ruler 


The marker in a document that defines the margins, tab positions, 
indents, vertical line spacing, and other layout characteristics of 
succeeding text. A ruler controls text layout until the next ruler or the 
end of the document. 


ruler setting 


Individual characters in the ruler that define the margins, tab positions, 
indents, vertical line spacing, and other layout characteristics of text. 


scroll 


To move the cursor forward or backward through a document while text 
moves up or down on the screen. 


search 


To make DECmate find a specified word or phrase in a document and 
move the cursor to it. 


search phrase 


The user-specified characters or words for which DECmate searches. 


select 


1 To define text, using the select mark and the cursor, that will be cut 
or highlighted. 


2 To move the asterisk in the index of documents to a document name 
to indicate a document chosen for special treatment. See selected 
document. 
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select mark 


A diamond-shaped marker that shows where the cursor was when the 
SEL key was pressed. Used together with the distance keys to mark text 
for special treatment. 


selected document 


The document marked by an asterisk in the index of documents that the 
user can specify to edit, print, or delete without typing the document 
name. 


selected text 


The text between the select mark and the cursor. The selected text may 
be cut, replaced, or highlighted. 


sentence 


That unit of text ending in a period, question mark, or exclamation 
point (or a tab, hard return, PAGE MARKER, or NEW PAGE mark, if 
they intervene before these punctuation marks). 


setting 


See print setting, ruler setting. 


shadow printing 


A method of printing text where the characters are overprinted 1/120 of 
an inch apart, giving the impression of extra-bolded text. 


shared printer switch 


A switch that enables two DECmate units to share one printer, or one 
DECmate unit to use either of two printers. 
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short name 


A word enclosed in double angle brackets, such as <<type>>, that 
specifies a unique entry in the library document. 


single density diskette 


An eight-inch diskette that allows for storage of about 100-125 pages of 
text. Compare double density. 


soft spaces 


Spaces added by DECmate that cause text to conform to a ruler or line- 
end character. Visible as dots or periods in view mode. For example, soft 
spaces are added before centered text. 


software 


A set of instructions for the computer. For example, the basic software 
instructs the DECmate computer to perform word processing. For 
DECmate, software is stored on the system diskette. 


software installation 


The process of inserting the system diskette and starting up the word 
processor. 


Sort 


The feature that examines a list document and produces another list doc- 
ument with the records rearranged in ascending or descending order. 
The rearrangement is based on the contents of one or more of the fields 
in each record. 


source diskette 


The document diskette that contains the documents to be copied. 
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space 


The blank space produced by pressing the space bar. Each such space 
occupies one character in the document. Contrast soft spaces. 


Special Function Keys 


The row of keys at the top of the keyboard. Only HOLD SCREEN, 
SET-UP, HELP, and HYPH PUSH have a function in word processing. 


standard print settings 


The print settings that DECmate stored with a newly created document 
when it is filed. The settings are saved as stored print settings 0. 


standard ruler 


The stored ruler that DECmate puts at the beginning of a new docu- 
ment when it is created. The settings are saved as stored ruler 0. 


standard text size 


The setting that defines the number of lines of text on a page (not 
including the top and bottom margins). DECmate uses the standard text 
size as the current text size for a new document, unless directed other- 
wise by the user. 


start up 
To make the DECmate system operable by inserting the system diskette. 


storage 


The capacity of DECmate to save typed text (by recording it on storage 
media) so that it does not have to be retyped. The amount of storage 
space on an eight-inch single density diskette, for example, is about 
100-125 pages of text. | 
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storage media 


On DECmate, diskettes or a disk for storing documents and software. 
Information on the diskettes is stored in magnetic form. On other sys- 
tems, other types of storage media might be used. 


storage unit 


On DECmate, a diskette drive or Winchester, which writes information 
to and reads information from the diskettes or a disk. On other systems, 
other types of storage units are used that suit the storage media. 


stored print list 


A list of documents with accompanying print settings stored on the disk- 
ette by the SL Main Menu option. The RL Main Menu option retrieves 
the list for later printing. 


stored print settings 


A set of print settings saved for later use. Print settings are stored under 
a number from 0-9. They are stored and retrieved using options on the 
Print Menu. 


stored ruler 


A ruler with defined settings saved on the system diskette. A stored 
ruler is assigned a number from 0 to 9 and can be retrieved by typing 
its number when the current ruler is being displayed. 


stored text 


In general, any text that is saved on diskette. Used on DECmate to 
refer specifically to abbreviation documents and library documents. 
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subscript 


A character or characters printed one-half line below line level, such as 
the number 2 in: 


H,O 


The subscripted character is displayed at line level, but is printed sub- 
scripted on the LQP. 


superscript 


A character or characters printed one-half line above line level, such as 
the number 2 in: 


e=mc’ 


The superscripted character is displayed at line level, but is printed 
superscripted on the LQP. 


swap 


To exchange or transpose the character at the cursor with the one to its 
right. 


system 


An entire DECmate unit, including the computer, its software and docu- 
mentation, terminal, printer, storage media, storage units, and other 
devices. 


system diskette 


A diskette that contains the DECmate software to start up and operate 
the system. 


tab 


To insert a tab mark in a document, and so move the cursor forward to 
the next tab position, by pressing the TAB key. 
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tab mark 


An invisible character that forces the cursor and the text typed after it 
to move forward to the next tab position. 


tab position 


One of the locations (specified by certain characters.in the ruler) to 
which a tab mark can move text. 


tabbed text 


Text typed after the TAB key is pressed, or existing text moved to a tab 
position by inserting a tab mark before it. 


temporary marker 


Markers (word-wrap returns, PAGE MARKERS, and the select mark) 
that DECmate erases when they are no longer needed. For example, 
word-wrap returns disappear when text is edited because line endings 
have changed. 


terminal 
That unit of the system composed of the screen, the keyboard, and the 
computer (inside the screen unit). 

text 
Characters (both visible and invisible) forming words and sentences in a 
document. 

text size 
The number of lines of text on a page, not including the top and bottom 
margins. See standard text size and current text size. 

THEME 


The word used to select proportional spacing from the Print Menu. 
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top margin 


The number of lines between the top edge of a page and the first line of 


— text. 
UDK 
. See user-defined key. 


as underline 


To print text with a line under it. The UNDER LINE key causes text to 
rm, be underlined. 


user-defined key 


a (UDK) A sequence of keystrokes stored on the system diskette. The user 
can define up to 10 UDKs, numbered 0 through 9, which are automati- 
ai cally executed by the system when the UDK is invoked. 
rv valid 
Usable or appropriate for the task. For example, + is a valid character 
for a numeric field. 
verify 


To instruct the system to inspect the condition of a diskette. A diskette 
should be verified after being initialized or if it may have been 
roam, damaged. 


version number 


4 The number of times a document has been edited, shown as a docu- 
ment statistic in the index of documents. 
| 2 A number associated with the software. More recently released 
(higher version number) software usually has more advanced 
pot features. 
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view mode 
The special display of text showing characters that are normally invisi- 
ble, such as hard returns. 

volume 
A portion of a Winchester disk roughly equivalent to a diskette in size. 
The documents you create on a disk are entered on the volume you 
assign DECmate to use. 

wide document 
A document typed using a wide ruler in wide display. See horizontal 
shift. 

wide ruler 


A ruler in which the right margin is set at or beyond column 80. 


Winchester 
The device that holds a Winchester disk. The system reads and writes 
text on the disk. The Winchester is an optional device. 

word 


Groups of characters separated by spaces (or hard returns, tab marks, 
paragraph markers, PAGE MARKERs, or NEW PAGE marks, if they 
intervene). Punctuation marks are considered to be part of the preceding 
word. 


word processing 


The process of creating, manipulating, and storing text using a 
computer. 
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word processing system 


A computer system (including hardware and software) that stores text 
and makes it available for editing, printing, or transmission to other 
systems. 


word wrap 


To move a word that crosses the right margin to the start of the next 
line. DECmate does this automatically. 


word-wrap indent 


The column to which text is indented when there is a W in the ruler. A 
word that follows a word-wrap return is indented to this column, so that 
all lines except the first line in a paragraph are indented. You can also 
tab to a word wrap indent to indent the first line. 


word-wrap return 


The line-end character that DECmate places in a document to indicate 
word wrapping. It is a temporary marker that the system deletes and 
inserts where necessary as the line endings change. 
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> (right angle bracket), 24, 223 to 
224, see also Angle brackets 
in document, 14, 24 
in document name, 50 
in index document, 70 
in ruler, 81, 82, 89 
- (period) in ruler, 80, 82, 89 
<> key, 14, 20, 24, 233 
— (hyphen key), 95 
= (equal sign key), 76 
# (dead key symbol), 17, 202 
# (up arrow), 10, 16, 21, 23, 24, 59, 
233 
# (down arrow), 10, 21, 23, 24, 59, 
233 
® (right arrow), 10, 16, 22, 23, 59, 
90, 233 
@ (left arrow), 10, 22, 23, 59, 90, 
233 


A 

A (Activate feature) option, 33 fo 
34 

A (Copy all) option, 37 to 38 


Index 


Abbreviation document, 19, 64 
format, 223 to 224 
using, 225, 230 
Activate Features Menu, 33 to 34 
AD (Abbreviation document) 
option, 31, 64, 222 
Add emphasis, see Highlighting 
Add text, 58, 61 
ADVANCE key, 14 to 16, 19, 21 to 
24, 69, 92 to 94, 98, 233 
in editing, 56 to 61, 65, 67, 69 
in rulers, 85 
Allocate volume, 245 
Angle brackets, 24 
in abbreviation document, 223 to 
224 
in document, 24 
in document name, 50 
in index document, 70 
in library document, 223 to 224 
in stored text, 223 to 224 
AP setting, 118 to 119, 160, 165 
Arrow on diskette, 8 
Arrow keypad, 10, 14, 16, 21 to 22 
ASF, see Automatic sheet feeder 
Assign device numbers, 245 
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Asterisk (*) 
in index of documents, 67, 69 
to select document, 67, 69 
Automatic Gold PAGE, 31, 64, 113 
to 116, 119 to 120, 165 
Automatic pagination, 113, 116, 118, 
165 
Automatic pagination setting, see 
AP setting 
Automatic sheet feeder, 135, 199, 
206 
printing, 145 to 147, 168 to 171 
AX (Automatic transmit) option, 
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B 
B (Backup) option, 33 to 35 
B (Print from beginning) option, 
192, 199 
Backslash, 13 
BACK UP key, 14 to 16, 19, 21 to 
24, 69, 92 to 93, 98, 233 
in editing, 59 to 61 
Back up 
diskette, xvili 
volume, 254 
Backup diskette, xviii, 34 to 35, 40 
Baud rate, 241 
Beeper 
using abbreviation document, 
225 
during character swap, 203 
when embedding ruler, 76 
in hyphenation zone, 80, 113 
when printer stops, 190 
during search, 209 
during search-and-replace, 211 
when search canceled, 209 
using shared printer switch, 182 
during UDK operation, 231 to 
232 
Blink mode, 239 
Block, 42 to 43, 68 
Block cursor, 240 
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Block map, 42 to 43 
Block paragraphs, 57 
BM (Bottom margin) setting, 121, 
130, 160, 174 to 176 
Bold, 171 to 172, 224 
halt, 93 
remove, 20, 93 
shadow printed, 93, 162, 165, 167 
text, 93 to 94, 98, 171 t0 172 
using two printwheels, 171 to 172 
BOLD key, 14, 20, A, 233 
Boldface, see Bold 
BOTTOM control command, 127, 
175 
Bottom margin, 31, 121, 130, 160, 
174 10 176 
Breaking hyphen, 19, 109 to 110 


Cc 
C (Change document destination) 
option, 193, 198 
C (Copy document) option, 33, 36 
to 37, 97,103 
C (Create) option, 28 
C in ruler, 83, 89, 95 
Cancel Gold key function, see Gold 
HALT 
Cancel operation, see Gold HALT 
Capitalization, 92, 211 
halt, 92 
remove, 92 
Capitalize text, 92, 98 
Center, 83 
Centered text, 95 to 96, 224 
Centering mark, 17, 55, 96 
remove, 95 
in view mode, 95, 237 
Centering point, 83, 95 
Change 
pagination, 115, 122 
ruler, 74, 89 
system diskette, 239, 241 
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Character 
composite, see Composite 
character 
erase, 11,14, 18, 20, 25 to 27, 62 
to 63 
line level of, see Subscript, 
Superscript 
reversed or transposed, see Gold 
SWAP 
Character set 
printing, 149 to 153 
technical, xix, 7 
Character space, see Space 
Check diskette, see Verify 
CI (Copy index) option, 29, 67 to 
70, 182 
Clicking, keys, 241 
CM (Column margin) setting, 140, 
60, 178 
Columns, several, see Multicolumn 
printing 
CMND key, see Control commands 
COMMENT control command, 128 
Communications, 167 
control command for, 127 
optional feature, 3 to 4, 33 
options on Main Menu, 30 
Compatibility message, 41, 44 
Complex formula, 79, 205 
Composite character, 17, 201 to 203 
create, 202 
DEAD key, 202 
examples, 202 
hyphen push, 112 
restrictions, 203 
separate, 202 
subscript, 203 
superscript, 203 
Compound word, 110 
Compressed text, 85 to 87 
Continue 
global search-and-replace, 212 to 
214 
search, 209 


Control command, 19, 55, 125 to 
153 
bottom, 175 
create, 126 to 128 
keyword, 127 to 128 
printer, 127, 148 to 153, 169 to 
171 
remove, 126 
reset, 165 
restrictions, 128 
ruler in, 130 
spacing in, 131 
top, 175 
CONT SRCH key, 209 
Conventions, Xvi 
Copies, multiple, 160 
Copy 
all documents, 37 to 38 
diskette (backup), 34 fo 35, 40 
document into another, 40, 97, 
103, see also Get document 
one document, 37, 103 
several documents, 37 to 38 
Copy document, 33, 36 to 39 
between diskettes, 36 fo 39, 97, 
103, 105 
between volumes, 255 
Copy Document Menu, 103 
Copy index, 67, 69 
Copy option, 33, 36 fo 40, 97, 105 
to 107 
Copy text, 101 fo 102 
and rulers, 101 to 102 
Correct errors, 62 
Cover, open printer, 196 
CP (Copies) setting, 160, 162 
Create 
document, 52 to 57 
on specific drive, 52 
Create option, 28 
CT (Current text size) setting, 20, 
31, 64, 120 to 122, 165, 175 
10 176 
with top and bottom margins, 
130 
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CTRL key, xvili, 11,18, 20, 63 
CTRL Rubout, 11, 18, 20, 25 to 27, 
2, 233 
Current date, 8, 45 to 47 
in headers/footers, 131 
Current ruler, 32, 53 to 54, 65, 74 
Current text size, 31, 64, 120 to 
122, 165, 175 
Cursor, 8, 12, 14,17 to 20, 56 to 63 
block, 240 
direction, 23 to 24, 59 to 61, 98, 
229 
movement, 23, 59, 98 
style, 240 
underscore, 240 
visible or invisible, 240 
Customer notes, xix, 7 
Cut 
to copy, 99, 100 
to delete, 99 
Cut-and-paste, 99 to 103, 207, 210 
rulers in, 99, 104 
CUT key, 14, 63, 99 to 103, 233, 
234 
Cut text, 99 to 103 
into paste area, 98 to 99 
CX (Character transmit) option, 30 
CX control command, 127 


D 
D (Delete) option, 28, 66 
D (Initialize document diskette) 
option, 33 

D in ruler, 78, 89, 131, 179 
DA (Dark) setting, 160, 165, 167 
Darkness of print, 160, 165, 167 
Date, in headers /footers, 134 
Date and time 

format, 45 

not typed, 8 

omit, 8, 46 

reset, 45 to 46 

set, 8, 45 

stamp, 19, 47 
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Date/Time Menu, 8, 45, 68, 131 


DD (Document destination) setting, 


160, 165 to 167, 193, 198 


and shared printer switch, 182 to 


185 
DEAD KEY, see Composite 
character 
Deassign volume, 253 
Decimal-aligned tab, 82 
Decimal point (.) in ruler, 82, 89 
DECmate II Hard Disk Subsystem 
Installation Guide, 247 
DECspell, 3 to 4, 30 
Define key, 64 
DEL CHAR key, 14, 20, 27, 62, 95 
to 96, 116, 233 
DEL WORD key, 14, 20, 27, 62, 
233 
Delete 
document, 66 to 67 
ruler, 76 
text, 99 
Delete key, 62 to 63 
Destination diskette, 36 to 38 
Destination of document, see DD 
(Document destination) setting 
Device number, 245 
Direction mode, 59 to 60 
after search, 208, 211 
Direction of cursor, 59 to 60 
Disk, 3, 33, 243 to 255 
Diskette, 1, 2, 6 to 9 
backup, 34 to 35, 40 
check (verify), 41 to 43, 199 
copy (backup), 34 to 35, 40, 199 
destination, 36 to 38 
different density, 35 to 38, 41, 
44, 50 
format 8-inch, 44 to 45 
initialized, 8, 40, 36 to 41 
Master Index, 69 
name, 40, 68 
number, 103 
overfilled, 61 


prepare, see Diskette, initialized 


Diskette (Cont.) 
source, 36 fo 38 
verify, 41 to 43 
Diskette drive, see Drive 
Diskette index, see Index of 
documents 
Diskette Maintenance Menu, 33 to 
45, 103 
Diskette types 
document, 8 
double density, 3, 35 to 38, 41, 
44 to 45, 50 
8-inch, 3, 40 to 41, 44, 50 to 51 
feature, 4, 34 
5 Y4-inch, 3, 41, 50 
single density, 3, 35 to 38, 41, 
44, 50 
system, 6, 7, 36 to 38, 41 to 43 
utility, xix 
Display method, 85 
compressed, 85 fo 87 
horizontal shift, 85 to 87 
normal, 84, 87 
Display ruler, 74, 88 
Display screen, see Screen 
Distance keys, 14, 23 to 24, 56, 58 
to 60, 92 to 94, 98 
DK (Define key) option, 29 to 30, 
32, 64, 228, 233 
DO key, 241 
Document, 4 
create, 52 to 57 
create on specific drive, 53 
delete, 66 to 67 
destination, 36 to 39, 160, 165 to 
167, 182 
diskette, 8 
earlier version, 104 
edit, 57 to 63 
file, 65 
library, 221 to 226 
moving text, 99 
name, see Document name 
number, see Document number 
print, 65 to 66, 155 to 188 


Document (Cont.) 
print priority of, 66, 156 
save earlier version, 104 
scroll, 20, 24, 53, 58, 104 
selected, 66, 69, 156 
version number, 68 
waiting to print, 66, 156 
wide, 83 to 87 
Document, copy, 33, 36 to 39, 103 
to 104 
all, 37 to 38 
between diskettes, 36 to 39 
get, 103 to 104 
get part of, 104 
insert another into, 104 
one, 37 
several, 37 to 38 
Document index, see Index of 
documents, Index document 
Document Modified display, 69 
Document name, 51 fo 52 
change, 67, 70 to 71 
first word of, 50 
prompt, 51, 103 
size limit, 50 
specify drive in, 50 fo 51 
unique, 50 
using, 51 to 52 
Document number, 70 to 71 
Document number one, 52, 70, see 
also Index document 
Double density diskette, 3, 35 to 
38, 41, 44 to 45, 50 
Double spacing, 78, 178 to 179 
DP (Draft printer) setting, 166 to 
167, 193, 198 
Draft printer, 3, 155, 161, 166, 177, 


182, 198 
character set, 149 to 153 


font, 152 fo 153 

form feed, xviii 

multicolumn printing, 135 

pitch, 148 to 149, 177 

PRINTER control command, 127, 


148 to 153 
subscripts and superscripts, 205 
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Drive, 2, 3, 6 fo 9, 37, 105 to 106 
RX01 or RX02, 3, 7, 45, 51 
RX50, 3, 9, 50 

Drive door, 6 

Drive lights, 9 

DS (DECspell) option, 30 

Duplicate diskette, see also Backup 

diskette 

DX (Document transmit) option, 30 


E 
E (Edit) option, 28, 57 
Edit, 1 
at cursor, 57 to 58 
document, 57 to 63 
stop, 65 : 
Editing Keypad, 10, 14 to 16, 20, 54 
Editor Menu, 17, 25, 30 to 32, 54, 
63 to 65, 171, 175, 193, 228 
to 231 
in pagination, 115, 119 to 121 
with stored text, 222, 225, 226 
Editor status line, 32, 53 to 54, 65 
Embed 
changed ruler, 75 
stored ruler, 88 
Emphasize text, see Highlighting 
END CONTROL marker, 126 
END OF RIBBON light, 196 
Envelope 
feeder, 125, 146 to 147, 161 
print, 146, 161, 169, 196 
Erase 
character, 11, 14, 20, 25 to 27, 62 
errors, 62 
lines, 18, 62 
select mark, 98 
sentence, 18, 20, 62 
text, 99 
UDK, 231 
word, 11, 14, 18, 20, 25 to 27, 62 
Errors, correct, 62 
ES (Editor status) option, 32, 54, 
65 
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EX (Extra half-lines) setting, 131, 
160, 178 to 179 

Extra dark printing, see DA (Dark) 
setting 

Extra printwheel characters, see 
Replacement characters 


Extra spacing between lines, 160, 
174, 178 t0 179 


F 
F (File document) option, 17, 31, 64 
F (Finished) option, 9, 28 
F in ruler, 78, 79, 89, 131, 179 
FD (Format double density) option, 
33, 44 
Feature, activate optional, 4, 33 to 
34 
Feature diskette, 4, 34 
File document, 1, 17, 31, 64 
FIND key, 21, 208, 233 
Find 
page, see Go-to-page 
ruler, see Go-to-ruler 
Finished message, 9 
Finished option, 28 
Finished using the system, 9, 28 
First page printed, 157 
Floppy disk, see Diskette 
Font, printing, 152 to 153 
Footer, 19, 117, 128 to 131 
cancel, 129 
current date in, 45 
missing line from, 117 
page number in, 131 to 133 
print, 128 to 129 
ruler in, 130 
spacing in, 134 
Form feed, xviii 
Form letters, 4 
Format 
of abbreviation document, 223 
commands, 54 to 55 
diskette, 44 to 45 
double density, 44 to 45 
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Format (Cont.) 
of library document, 224 
of stored text, 223 to 224 
of text, 73 to 90 
FR (From) setting, 160, 162 to 164 
determine, 162 to 164 
Frozen screen, 13 
FS (Format single density) option, 
33, 44 


G 
Get document feature, 17, 40, 103 
to 104, 116 
Global search-and-replace, 65, 212 
to 215 
cancel, 212 
restart, 212 
restrictions, 213 
resume, 212 
shortcuts, 214 
stop, 212 
system messages, 214 
Go-to-page search, 61, 98, 123, 208, 
215 to 218 
incompatible software, 217 
invalid page number, 217 
system messages, 217 
Go-to-ruler search, 61, 90 
Gold @ , 21, 23, 24, 61, 90, 234 
Gold # , 21, 23, 24, 60, 90, 234 
Gold ® , 22, 23, 59, 234 
Gold @ , 22, 23, 59, 234 
Gold ABBRV, 19, 221, 225, 233 
Gold ADVANCE, 20, 23, 24, 60, 
98, 233 
Gold BACK UP, 20, 23, 24, 61, 98, 
233 
Gold BOLD, 20, 91, 233 
Gold BOT DOCMT, 17, 23, 24, 61, 
98, 234 
Gold CENTR, 17, 83, 234 
Gold CMND, 19, 126 to 128, 234 
Gold CONT SRCH, 19, 209, 234 
Gold CONT SRCH & SEL, 19, 210 


Gold CTRL Rubout, 18, 20, 62, 234 
Gold CUT, 20, 21, 99, 101, 210, 234 
Gold DATE & TIME, 19, 47, 234 
Gold DEAD KEY, 17, 234, see also 
Composite characters 
Gold DEL CHAR, 20, 63, 234 
Gold DEL WORD, 20, 63, 234 
GOLD FILE DOCMT, 17, 64, 100, 
106, 234 
Gold GET DOCMT, 17, 40, 103 to 
107, 116, 234 
Gold HALT, 16, 19, 61, 234 
during automatic Gold PAGE, 
120 


during get document process, 104 


to 106 


during global search-and-replace, 


212 
during pagination, 118, 120 
during search, 209 
during search-and-replace, 211 
to stop cursor, 23 
in UDK, 228 to 232 
Gold HYPH PULL, 109 to 113, 
234 
Gold INSERT HERE, 21, 100 
Gold key, xvi, 11, 16 to 20, 62 to 63 
invoke UDK, 227, 230 
Gold LIBRY, 17, 222, 225, 226, 
234 : 
Gold MENU, 17, 27 to 28, 30 
for Editor Menu, 63 to 64 
from Print Menu, 158 to 159 
Gold NEW PAGE, 18, 116, 119, 234 
Gold PAGE, 20, 64, 115 to 120, 165 
215, 234 
Gold PAGE MARKER, 18, 116, 119, 
234 
Gold PARA MARKER, 18, 82, 234 
Gold PASTE, 20, 21, 234 
Gold PRINT HYPH, 19, 109 to 111, 
234 
Gold REMOVE, 21, 99, 234 


Gold REPLC, 19, 102, 207, 210, 234 


Gold Rubout, 18, 20, 62, 234 
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Gold RULER, 18, 73, 76, 90, 234 

Gold space, 18, 56 to 57, 234 

Gold SRCH, 19, 90, 208, 215, 234 

Gold SUB SCRIPT, 17, 234 

Gold SUPER SCRIPT, 18, 234 

Gold SWAP, 20, 62, 234 

Gold TOP DOCMT, 18, 23, 24, 61, 
98, 234 

Gold UNDER LINE, 20, 94, 234 

Gold UPPER CASE, 20, 92, 234 

Gold VIEW, 18, 95, 234 to 236 

GS (Global search-and-replace) 
option, 32, 65, 212 to 215 


H 
H in ruler, 80, 89, 113 
Half-line spacing, 78 to 79 
Halt operation, see Gold HALT 
Hard return, 55 to 56 
Hardware, 2, 6 
Header, 19, 127 to 131 
cancel, 129 
current date in, 45 
page number in, 132 fo 133 
print, 128 to 130 
ruler in, 130 
spacing in, 131 
HELP key, 13, 47 
Help Menu, 47 
Help messages, 47 
Highlighting, 15, 91 to 96, 213, see 


also Bold, Capitalize, Underline, 


Center 
High quality printing, 167, 177 
HOLD SCREEN key, 13 
HOLD SCREEN light, 13 
Horizontal shift, 85 to 87 
HYPH PUSH key, 13, 109 to 113, 
118, 233 
Hyphen, 109, see also Breaking 
hyphen, Invisible hyphen, 
Nonbreaking hyphen 
Hyphen pull, see Gold HYPH 
PULL 
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Hyphen push, see HYPH PUSH key 


Hyphenation, 109 to 113 
Hyphenation zone, 80, 113, 118 


i 
I (Index) option, 28 
Indent, 82, 83 
paragraph, 57, 82, 89 
word-wrap, 83, 89 
Index document, 52, 70 to 71 
edit, 70 
Index of documents, 46, 67 to 69, 
156 
copy, 69, 182 
next page, 67, 69 
print, 182 
Index of Documents display, 68 
Initial display, 53 to 54, 57 
Initial page number, 132, 158, 161, 
165 to 166 
Initialize 
diskette, 40 to 41 
document diskette, 40 
double density diskette, 40 to ed 
system diskette, 40 
volume, 253 
Initialized diskette, 8, 36, 40 to 41 
INSERT HERE key, 21, 100, 233 
Invisible characters, 54 to 55, 95, 
104, 224 
definition, 54 
in view mode, 237 
Invisible cursor, 240 
Invisible hyphen, 19, 109 to 113, 
238 
IP (Initial page number) setting, 
132, 161 to 166 


J 

J in ruler, 79, 89 
Jump scrolling, 241 
Justified text, 79 


_ 
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K 
Keyboard, 1, 2, 232 
Arrow Keypad, 10, 14, 16, 21 fo 
22 


Editing Keypad, 10, 14 to 16, 54 
Main, 10 to 12, 53 to 54 
Special Function Keys, 10, 13, 
233 
Keyclick, 11, 241 
Keypad, see Keyboard 
Keystrokes 
in a UDK, 227 to 229 
displayed in UDK, 228 to 229, 
233 to 234 
Keyword, control command, 126 to 
128 
Kilobyte, 245 


L 
L (List documents) option, 190 to 
192 
Lin ruler, 77 to 78, 89, 131, 179 
Layout 
of page settings, 159, 161 
vertical, 174 to 176 
LD (Library document) setting, 32, 
64, 222 
Left-justified tab, 81 
Left margin, 24, 74, 77, 89 
character, 74, 77, 89 
Letterhead, 146 to 147, 161, 169 to 
170 
Letter quality printer, 3, 93, 155, 
160, 166 
multicolumn printing, 135 
LG (Logon to HOST system) option, 
30 
Library document, 17, 221 to 226 
format, 223 to 225 
setting, 32, 64, 222 
short name in, 222, 224 to 226 
using, 225 to 226 
Line, 24 
erase, 18, 62 


Line-and-a-half spacing, 78 to 79 
Line-end character, 55 
LINE key, 15, 24, 85, 233 
Line level of characters, see 
Subscript, Superscript 
Line spacing, 78 
for subscripts, 78 
for superscripts, 78 
List 
retrieve, 187 
store, 185 to 186 
stored print list, 185 
List Processing, 156 
option on Main Menu, 29 
optional feature, 3 to 4, 33 
LOC CMND key, 13 
LOCK key, 11, 14 
LOCK light, 11, 92 
Lowercase, 11, 26, 225, 226 
LP (List processing) option, 29 
LQP, see Letter quality printer 


M 
M (More) option, 28 to 30 
MA (Math mode) option, 31, 64 
Main keyboard, 10 to 12, 53 to 54 
Main Menu, 8, 17, 27 to 30 
Maintenance Menu, 33 to 45, 103 

Winchester, 247, 250 
Malfunction, printer message, 195 
Manual pagination, 20, 115 to 118 

for go-to-page search, 123 
Margin 

bottom of page (BM), 31, 160, 174 

to 176 

column (CM), 160 

hyphenation zone in, 80 

justified right, 79 to 80 

left, 77, 89 | 

page, see Print margin 

print (PM), 161 

ragged right, 79 

right, 79, 89 

top of page (TM), 31, 162, 174 to 

176 
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Master Index, 69 
Master Menu, 245 
Master Menu User’s Guide, 247 
Math 
control command, 128 
option on Editor Menu, 31 
optional feature, 3 to 4, 34 
MC (Maintenance Commands) 
option, 29, 33 
Media, see Storage media 
Megabyte, 245 
Menu, 1, 25 to 47 
Activate Features, 34 
Date/Time, 8, 45, 68, 131 
Editor, 17, 25, 30 to 32 
Main, 8,17, 27 to 30 
Master, 245 
Print, 65 to 66, 160 to 162 
Stop Printer, 32, 168 to 171, 
190 to 193 
System Options, 29 
Message 
change printwheel, 197 
cover open, 196 
disk error, 199 
diskette full, 61 
document destination match, 198 
double density, 41, 44 
drive 0 error, 199 
end of page, 197 
non-existent printer, 194 
not enough room, 39 
PAUSE switch, 196 
printer busy, 66 
printer malfunction, 195 
printer not in use, 195 
printer status, 194 to 199 
printer stopped, 172 
reposition to bottom of page, 218 
repositioning, 17 
repositioning to desired page, 216 
ribbon out, 196 
same document name, 39 
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Message (Cont.) 
SE FIRST, 197 
sheet feeder error, 199 
stopped for insertion, 196 
Message, printer status, 194 
Mini-Exchange, xix, 7 
Minus (—) sign, 215, 216 
Move text, 97 to 107 
and rulers, 101 to 102 
Move cursor, see Cursor movement 
Moving text, 97 to 107 
MULTI control command, 127, 
135 to 145 
Multicolumn printing, 135 to 145 
blank columns, 145 
with DD LQP, 167 
end of column, 141 
separate columns in, 139 to 141 
simple, 136 
space between columns, 139 to 141 
switch off and on, 142 
tables, 136, 142 to 145 
Multi-drive system, 34, 40, 41, 69, 
105 to 106 
Multiple columns, see 
Multicolumn printing 
Multiple copies (CP), 160, 163 


N 
N (New page) option, 29, 191 to 192 
N in ruler, 78, 89, 131, 179 
Name, 
document, see Document name 
short, see Short name 
Nesting UDKs, 230 
New diskette, 40 to 41 
format 8-inch, 44 to 45 
NEW PAGE mark, 18, 55, 115 to 123 
NEXT SCREEN key, 21, 233 
Nonbreaking 
hyphen, 109 to 110 
space, 18, 56 to 57, 112 


od 


Non-existent printer message, 194 

Normal screen mode, 32, 54, 241 

Normal width, return to, 87 

Not Enough Room message, 39 

Notes, see also Comments 
customer, Xix, 7 

Number of printed copies, 160 

Number key, UDK in, 227 to 232 


O 


O (Copy one) option, 37 
Optional feature, 3 
activate, 4 
Communications, 3 to 4, 33 
DECspell, 3 to 4, 30 
List Processing, 3 to 4, 33 
Math, 3, 4, 34 
Sort, 3, 4, 34 
Overfill diskette, 61 fo 62 


P 
P (Print) option, 28, 156 
P (Print to end of page) option, 
192, 197 
P in ruler, 57, 82, 89 
Page break, 116 
Page count, reset, 133 
Page-end mark, 15, 24, 115 to 123, 
165 
in go-to-page search, 217 
insert, 116, 165 
remove, 116, 119 
PAGE key, 15, 24, 215, 233 
Page layout settings, 159, 161,174 
change, 159 
Page margin, 77, 161, 178 
PAGE MARKER, 20, 55, 104, 
115 to 123 
Page number, 163 
in footer, 132 
for go-to-page search, 215 
in header, 132 
initial, 166 


Page number, reset, see Reset 
page count 
Page selection printing, 169 to 171 
Page size equation, 121, 130 
Page size setting, 130, 161, 
174 to 176 
Pagination, 115 to 123 
automatic, 115, 119, 215 
automatic Gold, 115 to 116, 
119 to 120 
change, 116, 119, 122 
manual, 115 to 117, 215 
stop, 118 
PARA key, 15, 24, 56, 233 
Paragraph, 24 
blank line between, 24, 57 
block, 57 
change, 101 
indent, 18, 57, 82, 83 
marker, 24, 57, 82 
separate, 24, 57 
Paragraph indent, 82, 83 
Password, 251 
Paste, 100 to 102, see also 
Cut-and-paste, Move text, 
Copy document 
to another document, 100 
within one document, 100 
Paste area, 15, 19 to 20, 100 to 102, 
210 fo 211 
use in global search-and-replace, 
214 
rulers in, 100 to 102 
PASTE key, 15, 233 
Paste text, 100 to 102 
PAUSE light, 196, 197 
PAUSE switch, 196, 197 
PD (Load personal dictionary) 
option, 30 
Period (.) in ruler, 82, 89 
PG (Automatic Gold PAGE) option, 
31, 64, 119 to 120 
PI (Pitch) setting, 84, 87, 148, 161, 
176 to 177 
of wide document, 84, 87 
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Pitch, 148 to 149, 176 to 177 
PL (Page layout) option, 159, 161, 
174 
Plus (+) sign, 215, 216 
PM (Print margin) setting, 161, 178 
Power, 6 
Power switch, 6, 9 
PREV SCREEN key, 21, 233 
Print 
bold, 167 
character set, 149 to 152 
document, 1, 65 to 66, 155 
envelopes, 146 to 147, 161, 
169 to 171, 196 
extra dark, 167 
font, 152 to 153 
index of documents, 182 
margin, 161 
across perforation, 117 to 119 
pitch, 148 to 149 
on platen, 117 to 119 
queue, 192 to 193 
resume, 171, 192 to 199 
in same place, see 
Composite character 
selected document, 155 
stop, 168 to 172, 192 to 199 
stored list, 193 
wide document, 84 
Print Margin, 178 
Print Menu, 32, 87, 155 to 164 
change settings, 155 to 159 
first page of, 66, 157 
second page of, 93, 115, 118, 158 
settings, 65, 155 to 188 
summary of settings, 160 to 162 
third page of, 159 
Print priority, 66, 156 
PRINT SCREEN key, 13 
Print settings, 155 to 188 
retrieve stored, 181 
standard, 181 
store, 180, 181 
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Printer, 2, 3, 6, 9, 155, see also 
Draft printer, Letter quality 
printer, Automatic sheet 
feeder 

cover open message, 196 
draft, 3, 148 to 153, 155, 160, 

166 to 167, 193 
LA34 W, 149, 155, 166 to 167 
LA5O, 149, 155, 166 to 167 
LA100, 149, 155, 166 to 167 
LA120, 149, 155, 166 to 167 
LA120 RA, 155 
letter quality, 3, 1, 160, 

166 to 167, 193 to 199 
LQP02, A, 155, 166, 198 
LQPSE, 155, 166 
not in use message, 195 
status message, 194 to 199 
stop, 189 to 199 

Printer busy message, 156 

Printer control commands, 127 

printer chrset, 149 to 153 
printer font, 152 to 153 
printer pitch, 148 to 149 
printer select, 145 to 147, 

169 to 171 

PRINTER READY light, 195 to 197 

Printer status message, 66, 194 

Printer stopped message, 172 

Printer switch, see Shared printer 
switch 

Printing 

extra dark, 167 

resume, 172, 193 to 197 
shadow, 93, 162, 165, 167 
stop, 189 to 199 

Printwheel, 171 fo 173, 197, 

see also Two printwheels 
pitch of, 176 
using two, 94, 190, 197 
Priority, print, 155 
Proportional spacing, 176 


ey 


PS (Page size) setting, 121, 130, 161, 
174 to 175 

Pull hyphen, see Gold HYPH PULL 

Push hyphen, see HYPH PUSH key 


R 
R (Resume printing) option, 29 to 
30, 32, 64, 171, 192 to 199 
R in ruler, 79, 89 
R1 setting, 161, 165, 173 
R2 setting, 161, 165, 173 
Ragged right margin, 79 
RD (Reset date) option, 29, 47 
Regions A and B, 86 
Release notes, see Customer notes 
REMOVE key, 21, 99, 233, 234 
Remove 
bolding, 93 
capitalization, 92 
ruler, 76 
setting from ruler, 74 
text, 99 
underline, 94 
Repagination, see Change 
pagination 
Replace, see also Search-and-replace 
selected text, 102 to 103 
Replacement character, 161, 165, 
167,173 
Replacement phrase 
capitalization in, 213 
highlighting in, 213 
Replacement text, see Replacement 
phrase 
REPLC key, see Replace 
Repositioning message, 17, 216, 218 
Reset 
date and time, 47 
page count, 132 to 135 
page number, 133 to 135 
section count, 134 to 135 
Reset control command, 127, 132 to 
135, 164, 217 
restrictions on use, 135, 164 


Reset page number, see Reset 
page count 
Restore text, 62 to 63 
Resume printing, 64, 171,192 to 199 
Retrieve list, 187 
Retrieve stored print settings, 1614, 
181 
RETURN key, 11, 233 
Reverse characters, see Gold SWAP 
Reverse screen mode, 32, 54, 241 
Rewrap text, 122 
Ribbon, carbon, 193, 196 
Right angle bracket, 24 
in document, 14, 24 
in document name, 50 
in index document, 70 
in ruler, 80, 81, 89 
Right-justified tab, 81 
Right margin, 24, 79, 80, 89, 95 
hyphenation zone in, 80 
justified, 79 
ragged, 79 
RL (retrieve list) command, 29 
RS (retrieve settings) option, 161, 
180, 184 
Rubout key, xvi, 11, 25 to 27, 62, 96, 
116, 119, 233 
Ruler, 18, 65, 73 to 90 
change, 74, 90, 116 
in control command, 130 
copy with text, 101 
current, 32, 53 to 54, 65, 74 
cursor in, 75 | 
with cut-and-paste, 100 to 102 
definition, 73 
delete, 76 
display, 88 
do not embed, 75, 87 
embed, 75, 87 
and EX setting, 179 
in footer, 130 
go-to-ruler, 61, 90 
in header, 130 
hyphenation zone, 89, 113 
paste, 20 
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Ruler (Cont.) 
in paste area, 100 
Regions A and B, 86 
remove, 76 
remove extra, 76 
remove settings from, 74 
stack of, 76 
stored, 87 
in stored text, 224 
subscripts and superscripts, 79 
wide, 73, 83 to 87 

Ruler settings, 77 to 83, 89 
>, 81, 89 
add setting, 74 
C, 83, 89 
current, 32, 53 to 54, 65, 74 
D, 78, 89 
decimal point (.), 82, 89 
delete ruler, 76 
F, 78, 89 - 
H, 80, 89, 113 
J, 79, 89 
L, 77, 89 
N, 78, 89 
P, 82, 89 
R, 79, 89 
recall settings, 75, 87 to 88 
standard, 72, 88 
T, 81, 89 
W, 83, 89 


S 
S (Copy some) option, 37 to 38 


S (Initialize system diskette) option, 


33 
S (Stop printing) option, 29, 
168 to 171, 190 to 199 


Same Document Name message, 39 


Save stored print settings, 162, 
180 to 181 
Screen 1, 2 
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Screen mode 
ES option, 32, 54 
normal, 32, 54, 241 
reverse, 32, 54, 241 
in status line and current ruler, 
32, 54, 65 
Scroll document, 23 to 24, 53, 58, 
104 
Scrolling 
jump, 241 
smooth, 241 
SE setting, 161, 168 to 171, 197 
print message, 196 
with PRINTER SELECT 
commands, 145 to 147, 169 to 
171 
SE ENVELOPE, 146 to 147, 161, 
169 to 171 
SE LETTERHEAD, 146 to 147, 
161, 169 to 171 
Search, 207 to 219 
backward, 208 
begin, 208 
bookmarking, 219 
cancel, 209 
continue, 209 
and delete, 211 
forward, 208 
go-to-page, 123, 215 to 218, 
see also Go-to-page search 
go-to-ruler, 61, 90 
phrase, 21 


Search-and-replace, 210 to 215 


continue, 210 

global, 65, see also Global 
search and replace 

halt, 211 

restrictions, 211 

in UDK, 211 


Search phrase, 21, 208, 210, 213 


capitalization in, 208 
composite characters in, 208 
invisible characters in, 208 
upper /lowercase in, 208 


SECTION control command, 127, 
132 
Section count, 134 
Section number, 132 
SELECT key, 21, 98, 233 
Select 
document, 67 
feature, 15, 98 
text, 98 
Select mark, 19, 98, 99 
erase, 98 
Selected document, 66, 67, 156 
print, 156 
Selected text, 19, 98 
replace, 98 
SEL key, 15, 92 to 94, 98, 233 
SENT key, 15, 24, 233 
Sentence, 24 
erase, 18, 62 
SET-UP 
key, 13, 239 
menu, 239 to 241 
Settings, print procedures, 
160 to 162, 165 to 174 
Shadow print, 162, 167 
bold text, 93, 167 
Shared printer switch, 155, 
182 to 185, 194 to 195 
SHIFT key, 14 to 12, 14, 95 
Shift lock, see LOCK key 
Short name, 222, 224 to 226 
Shut down system, 6, 9 
Single density diskette, 3, 35 to 38, 
41, 44, 50 
Single spacing, 78 
SL (Store list) option, 29, 185 to 188 
Smooth scrolling, 241 
SO (System options) option, 29 
Sort, 156 
option on Main Menu, 29 
optional feature, 3 to 4, 34 
Source diskette, 36 to 38 
SP setting, 162, 167 


Space 
bar, 12, 233 
nonbreaking, 18, 56 to 57, 112, 
233 
Spacing 
extra, 178 to 179 
in footer, 131 
in header, 131 
in multicolumn printing, see 
Multicolumn printing 
proportional, see THEME 
Special function keys, 10, 13, 233 
SR (Sort) option, 29 
SS (Store settings) option, 162, 
180 to 181 
ST (Standard text size) setting, 
31, 64, 121 
Stack of rulers, 77 
Standard A 
print settings, 181 
ruler, 53, 74, 88 
text size, 64, 120 to 121 
START CONTROL marker, 126, 
128 
Start up system, 6 
Statistics, see Document statistics 
Status line, editor, 32, 53 fo 54, 65 
Status message, printer, 194 to 199 
Stop 
at first page, 168 
every page, 168, 196 
pagination, 118, 120 
printer, 189 to 199 
printing, 190 
working, 6, 9 
Stop Printer Menu, 32, 168, 
190 to 193 
Storage media, see Diskette 
Storage unit, see Drive 
Store 
list, 185 to 186 
print settings, 180 fo 181 
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Stored 
keystrokes, see User-defined key 
print list, 185 to 186 
ruler, 87 to 88 
Stored print settings, 162 
retrieve, 161, 181 
save, 162, 180 to 181 
Stored ruler 0, 88, see also 
Standard ruler 
Stored text, 64, 221 to 226 
format, 223 to 224 
using, 225 to 226 
Subscript, 17, 79, 201 to 206, see 
also Superscript 
create, 79, 98, 203 
print, 167 
remove, 204 
underline, 203 
Superscript, 18, 79, 201 to 206, 224, 
see also Subscript 
create, 79, 98, 203 
print, 167 
remove, 204 
underline, 203 
Summary of technical changes, 
xvi fo xix 
Swap characters, 62, see also 
Gold SWAP 
Switch, shared printer, see 
Shared printer switch 
Symbols in view mode, 237 fo 238 
System, see Word processing system 
System diskette, 6, 7, 36 to 38, 
41 to 43, 99 
change, 239 
documents on, xix to xx, 105, 107, 
222 
System message, 28, 39, 59, 61 
Systems Options Menu, 241 
System shutdown procedure, 6, 9 
System startup procedure, 6 
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T 
T (Print from top of page) option, 
192, 199 
T in ruler, 81, 89 
Tab, 55, 80 to 82, see also 
Tab position 
decimal aligned, 80, 82 
left-justified, 80, 81 
right-justified, 80, 81 
Tabbed text, 81, 96 
TAB key, 12, 81, 82, 233 
Tables, see also Multicolumn tables 
Tab mark, 12, 96 
TAB POS key, 15, 24, 81, 233 
Tab position, 24 
change, 80 to 82 
in ruler, 80 to 82, 89 
Technical changes summary, 
xvi fo xix 
Technical character set, xix, 7 
Temporary marker, 54 
Terminal Characteristics Set-Up 
Menu, 239 
Terminal mode, 241 
Text 
adding, 58 
bold, 93 
capitalize, 92 
center, 95 
stored, 221 to 226 
type new, 58 
underline, 94 
Text size, 120 to 121 
current, 121,176 
standard, 121 
THEME, 176 
Time and date stamp, see Date and 
time stamp 
TM (Top margin) setting, 121, 130, 
162,174 10 176 : 
TO setting, 162 to 163 


4 


TOP control command, 127, 175 

Top margin, 34, 121, 130, 162, 
174 to 176 

Transpose characters, see 
Gold SWAP 

Turn system off, see System 
shutdown procedure 


Turn system on, see System startup 


procedure 
TW (Two wheels) setting, 94, 162, 
165, 171 to 173, 190, 197 
print message, 172, 197 
Twin wheel printing, see 
Two printwheels 
Two-drive system, 34, 40, 41 
copy documents on, 105 to 106 
Two printers, see Shared printer 
switch 


Two printwheels, 94, 162, 171 to 173, 


190, 197 
Two terminals, see Shared printer 
switch 


U 
UDK, see User-define key 
Unbold, see Remove bolding 
Underline, 94, 98, 243 

halt, 94 

remove, 94 

text, 94 
UNDER LINE key, 15, 94, 233 
Underscore character, 95 
UPPER CASE key, 15, 92, 233 
Uppercase, 11, 26, 92, 225, 226 
User-defined key, 64, 227 to 234 

cancel, 232 

cancels itself, 230 

change, 231 to 232 

create, 228 

define, 64, 227 to 230 


User-defined key (Cont.) 


display keystrokes for, 233 to 234 

edit, 229 

erase, 229, 231 

erase keystrokes in, 231 to 232 

include search-and-replace in, 211 

invokes itself, 230 

look at, 234 

nesting, 230 

number of keystrokes, 229 

one invoking another, 230 

redefine, 231 

text in, 228 to 230 

using, 227, 230 to 231 
Utility diskette, xix 


V 

V (Verify) option, 33 

Verify 
diskette, xix, 41 fo 43 
diskette not initialized, 43 
diskette readability, 42 
physical structure, 42 to 43 
problem during, 43 
volume, 255 

Vertical layout of page, 174 to 175 

Vertical spacing, 78 to 79, 174 to 
175, 178 to 179, see also Line 

spacing 

View mode, 18, 235 to 238 
advance display in, 236 
breaking hyphen in, 238 
cancel, 236 
invisible hyphen in, 238 
nonbreaking hyphen in, 238 
spaces in, 236 
symbols, 54, 237 
word-wrap returns in, 55 

Visible cursor, 240 
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Volume, 244 
allocate, 245 
back up, 254 
copy document, 255 
deassign, 253 
initialize, 253 
verify, 255 


W 
W (Enter Winchester Maintenance 
Menu), 33, 247 
W in ruler, 83, 89 
Wide document, 83 to 87 
pitch of, 84 
printing, 84 
Wide ruler, 73, 83 to 87 
create, 85 
embed, 85 
Wide ruler mode, 58 
Winchester hard disk, 3, 33, 243 to 
255 
installation, 246 
Winchester Maintenance Menu, 
247, 250 
Winchester software, install, 247 to 
249 
Word, erase, 11, 14, 18, 20, 25 to 27, 
62 
WORD key, 15, 94, 233 
Word processing system, 2 
Word-wrap indent, 83 
Word-wrap return, 55, 58, 65, 76, 
79, 83 
in view mode, 55 
Word wrapping, 56, 109, 112 
in hyphenation zone, 113, 118 
WPSMATH control command, 127 
Write-protect tab, 8 to 9 
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™ HOW TO ORDER ADDITIONAL DOCUMENTATION 


DIRECT TELEPHONE ORDERS 


( 3 


is In Continental USA In Canada In New Hampshire, 
ae and Puerto Rico call 800-267-6146 Alaska or Hawaii 
por call 800-258-1710 call 603-884-6660 


oo DIRECT MAIL ORDERS (U.S. and Puerto Rico’) 


uaa) DIGITAL EQUIPMENT CORPORATION 
| P.O. Box CS2008 
al Nashua, New Hampshire 03061 


DIRECT MAIL ORDERS (Canada) 


-_ DIGITAL EQUIPMENT OF CANADA LTD. 


1; 


= 940 Belfast Road 
va Ottawa, Ontario, Canada K1G 4C2 


Attn: A&&SG Business Manager 


( 


INTERNATIONAL 


DIGITAL EQUIPMENT CORPORATION 
A&SG Business Manager 

a c/o Digital’s local subsidiary 

_ or approved distributor 


— Internal orders should be placed through the Software Distribution Center (SDC), Digital 
as Equipment Corporation, Northboro, Massachusetts 01532 


*Any prepaid order from Puerto Rico must be placed 
orem with the Local Digital Subsidiary: 
809-754-7575 


a DECmate” II 
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as AA-N564B-TV 
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S Reader's Comments 

os Your comments and suggestions are welcome. They will help us in our contin- 


uous effort to improve the quality and usefulness of our publications. 


23 “4 How would you rate this manual for: 


good fair poor 

completeness of information 

accuracy of information 

~~ ease of use (clarity, organization) 

— 2 Did you find errors in this manual? Please specify by page and paragraph, 
or mark corrections on pages and attach copies to this form. 

S —_— saaaach 
a) Incorrect information: 

gas! b) Information left out: 

7 c) Hard to understand: 

— 3 What suggestions do you have for improving this manual? 

1 


4 What parts of the manual were especially good at helping you understand 
= thmgs? 


5 Please check the boxes that apply to you. 


a [| Technical LJ Used other word processors 
(1 Nontechnical [] Used computers 
— L] Management L] Use the word processing unit 
of [1 Nonmanagement yourself 
7 11 Other (explain) 
a Name ——ss—CS<;73 Pt (tC tle 
Company 
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